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r»REFACB. 

62901^ 

It is customary to>tpologize to the public when present- 
ing a new book for xfieir consideration. The works upon 
Book-keeping already published were made in the East. 
Our methods of doing business and our prices diiSfer some- 
what from the methods and prices of the East. We have 
consulted with book-keepers, business men, and prominent 
teachers on this coast, and believe that this manual, the 
product of our experience and consultations, will be found 
better suited to the wants of our public schools than other 
similar works. 

Single Entry Book-keeping is extensively used on this 
coast, consequently, considerable space is given to this sys- 
tem of book-keeping. Our examples and forms are taken, 
in many instances, directly from the books of merchants 
in the business centers of this State, and are, therefore, 
eminently practical. 

More attention than usual has been given to the forms 
and use of business papers, as many have little opportunity 
of acquiring such knowledge except by an experience that 
may come too late to prevent errors, and even serious loss. 



Gopyrlght by The Bancroft Company, 1888. 
Oopyriglit by The Whltaker & Ray Company, 1898. 
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SUGGESTIONS TO TEACHERS. 

L Book-keeping is very simple and easy of comprehension^ 
and my aim has been to present every point clearly and dis- 
tinctly, while giving the student only the essential points of the 
subject to study. 

2. A Cash Account presents the elementary ideas of the 
office of an account; therefore, it is made the first step in the 
student's progress. The teacher should be satisfied that his 
class is perfectly familiar with this account before commencing 
the study of the Ledger. 

3. At first, let the student use loose paper and rule his own 
forms; but, in order to acquire habits of accuracy and neat- 
ness, he must copy carefully all the important part of his work 
in proper blank books. 

4. As red ink is apt to become a nuisance in the school-room, 
I suggest that a hard lead-pencil be used to rule lines and to 
write aU words or phrases usually written with red ink. Let 
the pencil mark stand for red ink. 

5. Students should not be required to memorize definitions 
and technical terms before they are called to use them. Use 
the review questions, and others that may suggest themselves 
to you, at any seasonable time 

6. In order to comprehend fully how and when to use the 
various forms of "business paper," the student should write 
out notes, orders, receipts, bills, etc., at the time these papers 
are mentioned in the "set." 

7. Capitalization, punctuation, and "business penmanship should 
receive considerable attention, and the blackboard should be made 
the auxiliary of the text-book in teaching book-keeping and 
writing. 



PAET I. 



8INQ-LE ENTET, 



< 



CHAEACTERS AND ABBREVIATIONS USED IN 

BOOK-KEEPING. 



@ At or to. 

% Acconnt. 

% Per Cent. 

^ Number. 

P One and one-fonrth. 

1* One and one-half. 



1' One and three-fonrtha. 

^ Check Mark. 

$ Dollars. 

f Cents. 

£ Pound Sterling. 

X By, as 8 X 11. 



jjC Pounds, Gallons, Yards, Dozens, and Feet. 

[NoTX.^'Tlds character wheneyer liable to be misnnderBtood, is replaced in this 

text-book by the VBual conventional sign.] 

ABBBEVIATIONS. 



A 1 First Class. 

Aee% or % . . . . Account. 

AnU Amount. 

Agt .Agent. 

Aug August. 

Bed Balance. 

B.B BillBook« 

Bo% Bought. 

BroH Brought. 

B.P Bills Payable. 

B.B BiUs BeceivaUo. 

Bbl Barrel. 

C,f or Cen^t^m.. Hundred. 

C,B Cash Book. 

Co Company. 

C. 0. D Collect on Delivery. 

Cr Creditor. 

CoVd. Colored. 

Ds Days. 

D. B Day Book. 

Dr Debtor. 

Do. (Ditto) The Same. 

Doz Dozen. 

Dfi Draft. 

E.E Errors Excepted. 

Exeh Exchange. 

Eaop Expenses. 

W(d Folio. 

Frt Freight 

Fwd Forward. 



Oal Gallon. 

Hhd Hogshead. 

Hdhf Handkerchief. 

IfU Interest. 

Invt Inventory. 

InvH Investment. 

« 

Ins Insurance. 

Inv Invoice. 

LB Invoice Book* 

Inst Instant (this Mo.) 

Jem January. 

J. P Journal Page. 

Lbs Pounds. 

L,P, Ledger Page. 

Mdst Merchandise. 

M. B Memorandum Book. 

No Number. 

Pr Pair. 

Pernor ^ By. 

P,4kL Profit and Loss. 

B€c*d Beceived. 

B.B Baikoad. 

8.B Sales Book. 

Str Steamer. 

Sunds Sundries. 

UU Xntimo (last Mo.) 

Viz, Namely. 

r« Against. 

X Extra. 

Tr Year. 






BOOK-KEEPING. 



1. Book-keeping is the science of accounts^ and teaches Iiow 
to record business transactions in a systematic manner. 

2. Book-keeping is of two kinds — Single Entry and Double 
Entry 

3. In Single Entry we make an entry only when a per- 
sonal aeconnt is affeeted, at which time we charge or credit 
the person — ^making an entry to only one aeconnt — Whence single 
entry. 

4. In Double Entry every bnsmess transaction is entered 
in two or more accounts, according to the number affected by 
the transaction. Every time we debit an account with an item, 
we credit some other account for the same amount — Whence, 
double entry, 

5. An Accoimt is a collection of items under one heading 
in the Ledger. 

6. A Personal Accoimt is an account with a person, fLrm 
or corporation. 

7. A Transaction is any business operation; as, a purchase, 
a sale, or an agreement between two or more persons. 

8. An Entry is the memorandum or written statement of 
a transaction. An original entry is the first entry of a trans- 
action. 

9. Two Tcinds of books are used in book-keeping — ^Principal, 
and AuxQiaiy or Aid books. 

10. The Ledger, and all books containing accounts which 
are to be transferred directly to the Ledger, may be called 
Principal books. The Day Book or Journal, Cash Book, and 
sometimes Sales Book and Invoice Book, contain an accoimt 
of transactions that are to be carried directly to the Ledger. 

7 



DEFINITION OF SINGLE ENTRY BOOKS. 

The number of Books required to conduct a business in either 
Single or Double Entry, and the particular mode of keeping 
the accounts must depend upon the nature and extent of the 
business. Single Entry is chiefly used when the business is 
limited; and the transactions are of a simple character. The 
following list of books comprises all that are usually used in 
Single Entry: Day Book, Ledger, Cash Book, Invoice Book, 
Sales Book. 

Day Book. — This book usually contains statements of aU 
the transactions in our business which give rise to persons' 
owing us, or to our owing them. The date of the transaction, 
the name of the party, and a description of the "values" 
received or given, must be recorded with the utmost precision. 

The Ledger. — This book is the great reservoir of accounts, 
into it flow all the debits and credits of the business. Its con- 
tents are usually made up from the Day Book. Some book- 
keepers, however, post directly from the Invoice, Sales and 
Cash Books to the Ledger. The Ledger enables us to see, at 
one view, all that a person owes us, and aU. that we owe him. 

Cash Book. — This book contains an account of aU cash 
received or paid. The entries should be made in it at or near 
the time of the transaction. 

" Inyoice Book. — This book contains a minute description of 
all the merchandise bought or received. Copies are made in 
this book from the bills of goods purchased. The most con- 
venient way of keeping an Invoice Book is to paste the biUs 
received into a book prepared for that purpose. The amounts 
of each page should be added and carried forward. 

Sales Book. — This book contains a description of the mer- 
chandise we sell or pass out of our possession. As the pur- 
chaser selects his goods, they are entered in the Sales Book, 
from which entry his biU is made out. The amounts of each 
page should be added and carried forward. 

Bill Book. — This book contains a description of all the notes, 
drafts, and other species of negotiable paper held by or against 
us. Negotiable paper in our favor, is classed under the head 
of Bills Receivable, and that against us, under the head of 
Bills Payable. 

8 



DIAaEAM SHOWING THE EELATION OP THE 
VABIOUS BOOKS TO ONE ANOTHER. 

Somb book-keepen pool diraatiy from the InvoiM, SalM, and Cuh Booki 
to tlie Ledger. If poitiiig only from tiie D&y Book, lU bniineu tromkctiotu 
requizing an cmbj in the Ledger, miut fint appasr in the D^r Book. 
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^ EXPLANATION OF TERMS USED. 

Whenever one person receives anything from another, which 
he does not pay for at the time^ he is said to go in debt for 
ity and he is called a Debtor, and, in book-keeping, he is debited 
for the amount. To debit means to charge with the amount 
of the indebtedness incurred. 

A person who sells property without receiving his pay at 
the time, is said to give credit for it, and he is called a Creditor, 
and, in book-keeping, he is credited for the amount. 

The buyer on ^ is always the Debtor, and the seller on ^ 
is always the Creditor. In keeping accounts it is customary, 
and more convenient, to abridge and write Dr. for Debtor, and 
Cr. for Creditor. 

The word To is used on the Dr. side of an account, and 
indicates indebtedness to us from the person named in the 
account. 

The word By is used on the Cr. side of an account and 
indicates indebtedness &y us to the person named in the account. 

Any kind of value belonging to us is called a resource, and 
any debit owed by us is called a liability, 

AU written or printed obligations of whatever form — ^usually 
notes and drafts — ^not payable at sight, in our possession, for 
which a certain specified amount is to be received, are called 
Bills Receivable. 

All written or printed obligations of whatever kind — usually 
notes and drafts — ^not payable at sight, for which a specified 
amount is to be paid by us, are called Bills Payable. 

An Invoice is a bill of merchandise in which all the articles 
are enumerated, with the price of each article. 

An Inventory is a schedule of unsold articles or goods, esti- 
mated at their known cash value. 

Cash is a term applied to coin and to aU business paper pay- 
able at sight; as Bank Notes, Checks, Drafts, P. O. Orders, etc. 

The Balance of an account is the excess of one money col- 
umn over the other. 

Footing Lines are the single Unes, usually drawn with red 
ink, under the money columns to be added. 

Closing Lines are the double lines, usually drawn with 
rtd ink under an account, when the account is closed. 

10 



CASH BOOK ACCOUNTS. 

Dealers that never give any credit require but one book 
and that is the Gash Book. Receiving credit is of no conse 
qnence in book-keeping if none be given. As this book is the 
key book of all the others, we shall commence with it. 

Business men attach much importance to the Gash Account, 
as it is a check against improper i)aymentS; and omissions and 
erroneous entries in other books. Every person should keep a 
Cash Book. It is customary in actual business to balance this 
account daily, but the student may balance weekly or monthly 
as he chooses. 

It would aid the beginner if he would look upon "Cash'' as 
a person. When money is received or paid in, Cash is debited 
because it passes into Cash's hands; and when money is paid 
out Cash is credited, because Gash supplies the money that 
makes the payment. 

The left-hand column is for cash received, or "Cash Dr.;" 
the right-hand column is for cash paid out, or "Cash Cr." 
Enter in the left-hand column the cash on hand and every 
receipt of cash, and enter in the right-hand column every cash 
payment. 

When you wish to "balance" or close your Cash Account, 
add the money columns, subtract the total payments from the 
total receipts, and enter the balance in red ink in the nght- 
hand column. Draw your closing lines, and bring down under 
the left hand column, in black ink, this balance, which is the 
cash on hand for the continuation of business. 

The following cash transactions will illustrate fully the 
method of keeping a Single Entry Gash Book: 

(John's Cash Account.) — Jan. 1, 1883. Gash from father. 
$3.50. Jan. 2. Paid 50^ for a slate, and 75^ for stationery 
Jan. 6. Received $1.50 for three days' work storing wood. 
Jan. 8. Paid $1.25 subscription to Youth's Companion. Jan. 
10. Received $1.25 for a doz. quail. Jan. 13. Paid $1.10 for a 

hat. Jan. 15. Balanced my account and find $ on hand 

Jan. 18. Received $2.75 for hauling fruit to market. Jan. 20. 
Paid 75^ for ammunition. Jan. 22. Paid $1 for Mihie'* 
arithmetic. Jan. 25. Received $2 for cleaning yard 

u 



CASH BOOK ACCOUNTS., 
26. Paid $1.50 for Life of Colnmbus. Jan. 27. Received 75(( 
for siz pigeons. Jan... 28. Paid 60{f for repairing shoes. Jan. 
30. Balance on haj |i|gjii ^ . . . 



Amount on hand. 

Fald for Slaio and StatLonery 

Beceived for 3 ds. Labor 

Paid Sub. to Youtb'e Companioa. . 

Heceived for a doz. Quail 

Paid for » Hat 

Balance 

AmoDut on hand . 

Ruceived for Hauling Fruit 

Paid for Ammunition 

Paid for an Arith 

Received for Cleaning Yard 

Paid for Life of Columbus 

Received for 6 Pigeons 

Paid for Eopairing Shoes 

Baianct 

Amount on hand . 



CASH BOOK EXAMPLES. 

The following sets of acconnts slionld be -written in Gash 
Book form by the student — nsing the form on this p^e fw the 
first set, and the form on p^;es 22 and 23 tar the others: 

(School Bo^a A«c'<.) Ang. 1. Cash on hand, $44.50. 2. Paid 
$6.80 for set of school books. 3. Paid 751* for stationery. 4. 
Paid Mi! for car tickets. 5. Paid $5 for board. 8. Bec'd 
$1.50 tax picfcng fruit. 9. Paid lanndry bill, 751^. 10. Paid 
for refreshments at a festival, $1.25. 12. Paid $5 for board. 
13. Rec'd $2 for picking fruit. 14. Pad laundry bill, 90f 
15. Balanced acct and find $. ,\ . on hand. 16. Pwd 50^ for 
dtamps. 18. Paid $10.80 for clothing. 20. Paid $5 for board. 



CASH BOOK ACCOUNTS. 

22. Rec'd $20 from home. 24. Paid $1.20 for laundry bifl. 
25. Paid 80(^ for pleasure trip. 27. Paid $5 for board. 28. 
Paid $1.25 for books. 29. Paid $2.75 for rsjioes. 31. Balance 
the accounts. 

(BlacksmiWs Aaft) Sept. 1. Cash on hand, $75.80. 2. Paid 
for iron, $23.10. 3. Eec'd for shoeing horses, $2.50. 4. Paid 
for stock of wood, $18.50. 5. Kec'd for repairs on wagon, $3.20. 
6. Rec'd for repairing plow, $1.50. 8. Paid $3.25 for coal. 9. 
Rec'd $9.50 for making harrow. 10. Paid $11.50 for groceries. 
11. Rec'd $4.50 for shoeing horses. 12. Rec'd $10 of Ira 
Parker on ^. 15. Paid laundry bill, $4.10. 16. Bec'd $5.50 
for labor. 4$. Rec'd $12.50 of Calvin Webster in full of ^. 
20. Rec'd $2.80 for labor. 22. Paid $10 for groceries. 23. 
Rec'd $8.50 of J. H. Brady on ojc. 24. Paid for fruit, $3.50. 
25. Rec'd for labor, $3.25. 28. Rec'd for labor, $2.75. 30. 
Balance on hand, $ _. 

(Betail Merchants Acc^t) Oct. 1. Cash on hand, $1,840.25. 
2. Paid for butter, $10.20. 3. Paid for stationery, $6.25. 4. 
Paid A. Waldteufel $12.50, for Acc't Books. 5. Rec'd for sales, 
$125. 6. Paid for carriage hire, $4.50. 6. Paid clerk's salary, 
$50. 8. Rec'd of J. G. Kennedy, on ^, $16.80. 9. Paid gas 
bill, $5.60. 10. Paid for Mdse., $240. 11. Rec'd for sales, 
$110.40. 12. Paid for repairing store, $23.75. 13. Rec'd of 
Ira More, on ^, $20. 14. Paid $12.50 for coal. 16. Paid 
clerk's salary, $50. 18. Paid for rent of store, $70. 19. Rec'd 
for sales, $96.10. 20. Paid for clothing, $28.50. 21. Paid for 
merchandise, $110.80. 23. Paid for drayage, $16.40. 24. Rec'd 
of Luella Gillespie on <jfe, $23.80. 25. Paid Bancroft & Co. 
for books, $10.20. 28. Paid for hay, $12. 30. Balance on 
hand, $ 

REVIEW QUESTIONS ON CASH BOOK. 

Define Cash. State reasons for keeping a Cash Book. Draw 
a Cash Book form on the blackboard, and explain the use of 
the various columns. On which side are Cash receipts entered, 
and whyt What is meant by "balancing the Cash Book?'' 
When and why is the Cash Book balanced t State the use of 
red ink in balancing. Why is red ink usedt 
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LEDGER ACCOUNTS. 

Xs has been stated, the Ledger is the principal book. When 
business transactions are tew and simple, as with the farmer 
and the mechanic, the Ledger may be uuide the only book of 
acconnts. 

Each page, or folio, ai the Ledger is divided into two parts 
from top to bottom. The left-hand division is always the debit 
side, and the right-hand division the credit side of the aooonnt. 
When the Ledger is the only book kept, it is best to ose a 
double-page Ledger, in which the left-hand page is the Dr. 
Mde, and the right-hand one the Cr. side of the account. 

Study the following examples and forms carefully, and then 
write the examples on pages 15 and 16 in Ledger form, — using 
single folio for the first, and double folio for Uie others. 

(^ Farmer's Ac&t mth a Hired Man.) May 1st, 1883. John 

Edwards has worked one month, © $30 per month. 10th. Paid 

^ Edwards $12. 11th. Let him have 4 centals wheat, @ $1.40 

per G. 14th. Pud him $10. 15th. Credit tiim with two weeks' 

work, $15. 

(An Ac<9t with a Wheat Meld.) Jan. Ist, '83. Debit the field 
with 9 days' plowing, @ $3 per day, 5th. 3 days' harrowing, 
@ $2.25 per day. Sti. 22 centals of seed wheat, @ $1.60 per 
C. 13th. 2 days' work sowing, ® $2 per day. 18th. Harrow- 
ing 4 days, @ $3. June 20th. Expense of harvesting and 
threshing, $70. 28th. Expense of marketing, $15.50. 28th. 
Credit the field with cash for 324 centals of wheat, © $1.70 
per C, 30th, Sold the straw and stubble for $35. July 1st. 
Debit the field with the interest on value of 18 acres, $1800 
at 7%, $ What has been my profit on the fiddl 

JOSir EDWARDS. 



CMh.... 

1 4C.lVlio»t,@»1.40.. 

4 Coali 

5 Balance 



1 I Month's Work.. 



|May|iej BaUnoe. . . 



LEDGEE ACCOUNTS. 
WHEAT FIELD, (is Aous.) 



CVhut... 
1^ Sowing Wbr»l 



iWUiig 



If UarketiDg... 
in Lud 

OdBHiUd)... 




(An Actft with a Barley Field.) Jan. 30, '82. Plowed the 
fiedd of 40 acres at a cost of $1.75 per acre. Feb. 15. Fnr- 
nished 4,800 lbs. seed barley, @ $1.50 per C. 16tii. Sowed the 
field at a cost of $6. IStli. Paid Afi<f an acre for harrowing. 
Jnly 2, Harvested the barley at a cost of $1.50 per acre. 25th. 
Paid ISi* per C. for threshLng and sacking 1,050 centalfi. Aug. 
1, Stored the barley until Oct. 1, at a cost of 2^ per C. per 
month; cost of hanling barley to warehonse, $15. Oct. 1. Sold 
the barley for $1.80 per C. Value of the straw and stnbble, $45. 

Interest on valne of 40 acres at $75 per acre, @ 8%^,$ 

What has been my profit on the field f 

(A Carpmt^s Acc't with a Farmer.) June 30, "82. Worked 
for the farmer, Henry A. Gordon, 6 days @ $2.50 per day, 
10th. Bec'd cash $8.50. 16tih. Bepaired bam and charged $16 
20th. Rec'd 300 lbs. potatoes,® IJ? per lb. 28th. Repaired 
fence and charged $8.75. Jnly 8th. Rec'd cash, $10. 15th. 
Bec'd vegetables valned at $2.75. 30th. Bepaired tools and 
charged $7.75. Aug. 10. Rec'd cash, $15. 20th. Worked on 
fence 5 days, @ $2.50 per dayl 22d. Rec'd cash, $10.50. 24th. 
ftec'd 20 lbs. bacon, ® 15ii per IE- 28th. Charged him with 5 
days' wort on honse, @ $3 per day. Sept. 5. Worked 3J days 
on bam,® $3 per day. 12th. Rec'd cash, $6.50. 13th. Rec'd 
18 lbs. ham, ® 20f( per iB^ 20th. Worked three days repair- 
ing gates, ® $2.50 per day. 26th. Rec'd cash, $5.50. Bahincc 
the account Sept. 30th, and bring down the balance. 



LEDGER ACCOUNTS. 

(A Farmer^s Ac&t with a Laborer,) Marcli 5, '83. Peter B 
Cooper worked for me 3 days, plowing, @ $1.50 per day. 
10. Sold him 25 ff bacon, @ 16^. 12. He has plowed for me 
8 days, @ $1.50 per day. 13. Paid him cash, $5.50. 14. 
Let Hm have 200 jif^ potatoes, @ IJ^. 15. He has ditched for 
me 3 days, @ $1.75 per day. 20. Bal. $ 

IUBVI£WS AXD SUGGESTIONS. 

Prepare similar accounts and let students assist in making 
them. Reqnire the students to draw a Ledger form on the 
blackboard and explain the use of the various columns. What is 
meant by opening an accotmtt By closing an accotrntt What 
is an accotmt? What is shown by the Dr. side of an acc'tt 
The Cr. side of an acc't? What is the difference between the 
Dr. and the Cr. side called? On which side is the difference 
placed, and whyt When and why is an acc't closed? When 
and why is the balance brought downt What use is made of 
red ink in closing t 



THE DAY BOOK. 



If you do an extensive credit business, a book of consecutive 
record, giving a plain and simple account of the business as 
it progresses day by day, will be of essential service; and 
merchants usually keep a Day Book or " Blotter," as it is some- 
times called, in which are entered transactions as they occur. 
These transactions are then transferred to the Ledger. This 
is called posting. 

The date in the Day Book is kept in the middle of the page, 
and the left-hand columns are used for "checking," and for 
entering the number of the Ledger page to which the entry 
Ls posted. 

Remember that if you post only from the Day Book, all busi- 
ness transactions requiring an entry in the Ledger must first 
appear in the Day Book; such as cash paid or received on 
account; notes or other business pai)er given or received on 
account; Mdse. bought or sold on account, or partly paid for 
at the time. 
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DAY BOOK ACCOUNTS. 

The following Day Book form should Im carefully examined 
by the student, and the examples given be -written in proper 
fonn: 

San Jose, Jan. 1, 1883. Sold Horace Crocker, on % 20 # 
bacon, @ 16!?; 25^ sugar, ® ISj!; 50 # potatoes, ® IJf 
Jan. 2. Sold Geo. 8. Welle, on (jt, 300 # of flour, @ $3 per 
C; 50 #r dried peaches, @ 15;!; rec'd cash, on *%, $10. Jan. 
5. Rec'd cash on acct of Horace Crocker, $5.50. Jan. 6. Bo^ 
of Farmers' Union, on <)(;, 148 ^ sugar, @ 12(f; paid cash on 
acct, $15. Jan. 10. Credit Henry Bailey mth five days' work, 
@ $2. Jan. 15. Bo't of W. 0. Blodget, on <^, 150 # dried 
prunes, @ lO^*; 200 #^ dried apples, @ 6^; paid him cash, on 
acc't, $10. 
Ill,, SAN JOSE, Janvary 1, ISBS. 



I 



•BACE Crocker, 
20 / Ba™n, 
25 ^ Sugar, 
60 #■ Potatoee, 

:o. S. Wblls, 
300/ Flour, 
50 ^ Dried Peaches, 



13(f.. 
lit*.. 



@»tpe 
ISjf , . 



HoRitE Crockkk, 


5. 




Cr. 


143 ff Sugar, 
0«h 


6. 

Dr. 




Cr. 







HJtNB.T BaILET, 

5 dB. Vfork, 



If Dried Prunea, 
;: " Apples, 



DAY BOOK ACCOUNTS. 

Sacramento, Oct. 1st) 1882. Sold (use the name of a student), 
on ^, 28;ff of sheeting, @ 8i^; 2 pr. shoes, @ $1.40; 15;!^ 
cambric, @ 10<^. Oct. 2d. Bought of (student), on % 20 ff but- 
ter, @ 30^; 124 ff cheese, @ 20^. 3d. Rec'd cash on acc't of 
(student), $5.00. 4th. Sold (student), on <jfe, 4;^ eggs, @ 30^; 
10 j!^ lard, @ 20<^j 12 if coffee, @ 25^; rec'd cash, $2.50. 5th. 
Bought of (student), on % 300 ff dried apples, &<f) 200 j^ dried 
prunes, @ 10^; paid cash, $20. 6th. Sold (student) 50 ff flour, 
@ $4.50, and received his note at 60 ds., for $125; balance on 
actft. 8th. Loaned (student) $20. 9th. Gave our clerk (student) 
an order on (student of 6th inst.) for $25. 10th. Rec'd an order 
from (student of 2d inst.) requesting us to let (student No. 4) 
have $20 worth of Mdse. (write the order; for form, see p. 42, 
No. 24). In the 9th, debit our clerk and credit student; and 
in 10th, debit student of 2d inst. Give reasons for these debits 
and credits. ^ 



MODEL SET L 



San Francisco, Aug. 1, 1883. Frank Whitby commenced 
business this day with the following resources and liabilities: 
Mdse, J as per Invt., $750; cash, $850.50. He owes Nathan Frank, 
$150 on ac&t 

Aug. 2. Sold Frank Merrill, on <jfe, 3 gal. N. 0. molasses, 
@ 85^; 2 gal. linseed oil, @ 60^. Aug. 3, Bo't of Essie Smith, 
on % 200;^ dried prunes, @ 10^; Ibl^ dried apples, @ 6^^; 
sold Essie Smith, on ^, 50 ff sugar, ® 12^^. Aug. 4. Paid 
Nathan Frank cash, on ^, $50. Aug. 5. Sold Wm. Roberts, 
on ^, 300 ff flour, @ $3.50 per C; 150 ]^ potatoes, ® IJ^; 
rec'd cash, on ^, $5. Aug. 6. Sold Calvin Webster, on ^, 
500 centals wheat, @ $1.60; rec'd his note at 30 ds., for $300; 
balance on acc't. Aug. 7. Charged Frank Whitby, on private 
dcc% for groceries to date, $42.50. Aug. 8. Rec'd*'of Calvin 
Webster cash, on ^, $50. Aug. 9. Sold William Roberts, on 
<5fc, 140 1^ sugar, @ 11^^. Aug. 10. Ac^ted Nathan Frank's 
di^, at 10 ds., for balance due him to date. Aug. 12. Took 

Invt.; Mdse. unsold, $275. 

03 ^^'-^ 



DAY BOOK. 

BAIT FBANOiaCO, Avgvtt 1, 1883. 

Frank Wkitb¥, Or 

Cash, inveBted 

Mdje., " 

Dt. 
Amt. due Nfttluui Fnnk 

Nathan Fkaiik, Ch 

Balance dae him 

2. 

FltAMK MKttRtLL, Dl 

3 J(t N. 0. MolasMB, @ 85^ 

aif LmaeBdOa. 60? 

3. 

EssiK Smith, Ci 

200 ^ Dried PnmBB, @ 10? 

75 # " Apples, 6? 

Dr. 

50# Sugar, @ 121* 

4. 

Natkah Fbahk, JDi 

CMh, On(% 

5. 

William Roberts, Di 

300 / Fiour, @ $3.50 per C. 

150 ^ PotBtoea, IJf 

Ct. 

Caeh, oaaie 

6. 
Calvih Webster, Dj 

300 Centals Wheat, @ tl.60 

Ct. 

Note, at 30 ds 

7. 
Frank Whitby, i)t 

Groceries, to date ." 

B. 
Calvtn' Wkbstkr, Ci 

Caah, on ofc 

9. 
William Robebts, Di 

140 #■ Sugar, ®lli? 

10. 
Nathan Fbank, Di 
Accepted hii draft, at 10 ds, _ 



J» 



LEDGER. 
FBAITK WSITBY. 



1 To N. Frank . . 
7 Groccriea . . 

2 Net Cap... 



ITATHAy FEASTK. 



4 To Caah 

Acceptance, 10 d 



FEAI^ MERRILL. 



Aug ] g| To Udse. . 



■■llaL^kii^M 



3|7o| --J"g [ii| By Balance . . 



"CE 



E88IF SMITH. 



isssl 

Ang 3 



IS 
6 25 A.1 



2450 



WIXXJAJlf ROBERTS. 



CALVIN WEBSTER. 



B By Note, 30 da. . 

S Caah 

; Balance 



1S33 

Me 



CASH BOOK. 

[Single Page Form.] 



Anit, OD hand 

Poid N. Frank on a/i^ 

Eec'd o£ Wm. Roberts on n^ 

" " Calvin Webster On OJ; . . 



BALANCE SHEET (oe Statement). 



Frank Merrm.... 

Eaaie Smith 

Win. Eoberta 

Calvin Welater. . 
Cash 



Bills Receivable, (3ee B. B., on pp. 22 »nd K 
Bills Payable. (See B. B., on pp. 22 and 23) . 

Mdae. on hand, aa per Invt., Aug. 12 

PrestnC Worth {or Net Cap.}. . 



158810 



Another form for a Statement is the foUowing :- 



BALANCE SHEET (oe Statement). 



Prank Merrill 

Wm. Bobarts 

Calvin Webster 

Cash 

BilLa Eeceivabie 

Inventory of Mdse. i 



I 



LlABILITIBS. 

Essie Smith 

Bills Payable 

F, Wbitby'a Net Investment.. 
Net Oai-n. 



16 Dsj Book uid Lcp^gor, 1 



a, ate, nn slio •nMnd la tliia boolc 









B 


rxz-sr 




tSrr 


Mo. 


Whra 
Rec'd. 


PXTU. 


Pirat 


NoU. 


Eon. 


1 


LS83 

Aug 


( 


CalTin WeUter 


Frank Whitby 


^( 


30 da. 











BJXXS 






[Sar 


Mo. 


IWKd. 


PiTBU 


PlIU. 


Drntaof 
Hole. 


Ban. 


. 


Aug 


10 


Frank Whitby 


Nathan Frank 


- 


to 


10 a^ 



CASH 

OASff RECEIVED. 



[DOCBLX 

[Set 



Amt, iuveated by Frank Whitby . , 

Eec'd of Wni. Roberts, on % .... 

" " Calvin Webster, on i^ .. 



905 50 
905 50 



BIIiL 
BILLS 



Ko. 


Wh™ 

issa. 


Pi»i«. 


PlTB. 


Hota. 
18*3. 


Bun. 


1 

8 


Feb. 


1 
12 


Geo. S. Wella 
Cornelia Walker 


Sage&Co. 
Sage & Co. 


Fan 
Feb 


I 


30 dB. 
30 da. 




B 


XLLS 


[Skt 


»0. 


Whtn 


tawM. 


tknt. 


DMaof 
XoM. 


Bofc 


I 


F^ I 


SagefcCto. 


Edward ThomM 


1883 

Feb. 


1 


Mdl. 



BOOK. 
RBCMITABLE. 



1-] 










PATABLE. 








WHEN DDR. 


AmL 




WlH,r»P.y.l,I=. 


a 


I'l 


i 


s 
s. 


is 


i 


1 


i 


1 


REMABKB. 


San Franciaco 




j 






1 


100 







Pio.j BOOK. 

I.] aiSff PJTJ) OUT. 



Paid Natban Frank, on <% 

Balance D» Asm/,. . 



BOOK. 





WHBN DUE. 


~~ 


" 




Wb«n P>^bU. 




1 


£ 

S 


t 


t 

K 


i ^ 


? 


# 


s 


S 


1 


Amt 


BEMAEKS, 


C'Jaji Joie 




24 


u 


















■q 




2.] PArASi^. 




WHBN DOE. 


Amt. 




Whert PijUilB, 


i 


1 


a 


1 




1 


ii 


i 




1 


1 


1 


KEMAKK8. 


S>kD JOM 








] 


















100 







INSTRUCTIONS FOR OPENINa AND CLOSING A 
SET OF SINGLE ENTRY BOOKS. 

For Opening a Set of Books. Credit the proprietor in tibe 
Day Book, or Memorandum Book, with his Kesources, and 
debit him with his Liabilities. If it is a partnership business, 
credit and debit each partner in a similar manner. 

Take an inventory of all property on hand, classify it, and 
enter each class of property in its proper book; cash, in the 
Cash Book or Bank Book; notes, in the Bill Book; Mdse., in 
the Invoice Book or Memorandum Book; etc., etc. In a part- 
nership business an agreement should be carefully prepared and 
signed, and recorded in the Memorandum Book. 

For Closing a Set of Books. Prepare a '^ form '' for a state- 
ment — see page 21. Close each Ledger accotmt, except the 
proprietor's, and carry the balance to its proper place in the 
Statement. Close the Cash Book and carry its balance to the 
Statement. Examine the Bill Book and ascertain the amounts 
still due on Notes, Drafts, etc., and enter these amounts in the 
Statement. Take an Inventory of Mdse. on hand, and all 
other property not accounted for in the Books, and enter these 
Inventories in the Statement. 

One side of the Statement will now show all the Besources, 
and the other side aU of the Liabilities of the business. By 
closing this statement into the proprietor's account, or by clos- 
ing the proprietor's account into this Statement, the loss or 
gain may be ascertained. (For examples of Statements, see 
page 21.) 

Proof-Skeet. If you post only from the Day Book, the sum 
of the debit and credit footings of the several Ledger accounts, 
should equal the total footings of the Day Book. Make the 
proof-sheet before the accounts are closed. 

/Net Ca^tal or Net Insolvency. Find the Net Capital or the| 

/ Net Insolvency, — ^by taking the diflference between the Resources'. 

and the LiabUities. j 

Net Gain or Loss. Find the Gain or Loss,— by taking the } 
diflference between the Net Capital at commencing and the Netj 
Capital at closing. 
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SUGGESTIONS AND REVIEWS. 

Why is a Day Book keptf What kind of transactions are 
entered in the Day Bookf When are cash items entered in the 
Day Bookf How are, in the Day Book, the debits distinguished 
from the credits f (See pp. 17 and 19.) Why are the Day Book 
entries transferred to the Ledger f What is this process of trans- 
ferring called f Draw a Day Book form on the board, and write, 
at the upper left-hand comer of form-, a number to represent 
this particular page of the Day Book. Draw a Ledger form on 
the board, and write, at the upper left-hand comer of form, a 
number to represent this particular page of the Ledger. Point 
out, on the board, the two sides of a Ledger account. What is 
the left-hand division called t Whyt What use is made of the 
column on the left side of each of the two right-hand columns? 
What use is made of the two columns on the left side of each 
division of a Ledger account? Head the Ledger form on the 
board, using your own name. 

Head the Day Book form on the board, using the name of 
the place or district, where your school is located, and yester- 
day's date. Prepare an example of selling to (use your own 
name), on ac&tj and make it the first entry in the Day Book 
form on the board. Another, of buying of (use your own name 
and the date of to-day), on ac&t, and make it the second entry 
in the Day Book form on the board. Post the first entry, using 
the Ledger form on the board} and be careful not to forget to 
enter, immediately after the posting, the Ledger page in the 
Day Book, and the Day-Book page in the Ledger. Post the 
second entry, and attend to the pages, as directed. Close the 
Ledger account on the board. Point out the footing linej the 
closing line. Which of these are single; which double lines? 
Where, and how far, should the former extend? (Across the 
money columns^ and on the lowest of the ruled lines on which either 
an item has been posted, or a balance entry made J Where, and 
how far, should closing lines extend? ("Under the ruled line iiezt 
to the footing line; and across each of the two date, folio, and 
money columns,) Prepare an example of selling to (use the name 
of a student), on acc^t, and of receiving at the time, a part pay- 
ment by cadi or note. Make this entry in the Day Book form 
on the board. (See p. 19, entries of Aug. 5th and 6th.) 

25 



MODEL SET II. 

[This Set illnstrates the use of the Sales Book and Invoice Book as prin- 
cipal books. (See p. 7; No. 10.) Accounts, in the Sales Book and Invoice 
Book, which, ordinarily, onght to be entered on the Day Book, to be thence 
transferred to the Ledger, are, in this Set, directly posted from these, other- 
wise, auxiliaiy books: thereby obviating the necessity of entering tiiese 
accounts in the Day Book. Merchants, however, in order to post from the 
Day Book only, generally prefer to enter on this book all accounts that would 
have to appear mere in case a Sales Book and an Invoice Book were not kept. 
Students, therefore, should be required to write the Day Book of this Set, 
additionallv, in that full form which shows all accounts that must be trans- 
ferred to the Ledger.] 

San Jose, Feb. 1, 1883. Sage & Co. commenced business as 
follows: 

Resources, Mdse., $1500; (In actual business an Invt. of 
Mdse. would be entered in the I. B., or the M. B.) Cash, 
$800; a notCj dated Jan. 25, 1883, at 30 ds., for. $150, against 
Geo. S. Wells; F. M. Righter owes this firm $120, on <5fc. 

Liahilities. D. T. Bateman has an acc't against the firm 
for $75; Edward Thomas holds their note, dated Feb. 1, 1883, 
at 60 ds., for $100. 

Current Items, Feb. 2. Bo't of Pacific Mf g Co., for cash, 10 
hair mattresses, @ $12; 20 cane-bottom chairs, @ $2.10. 3 
Sold H. B. Norton, on ^, 1 extension dining table, $18; 6 gothic 
chairs, @ $3.50. 4. Paid cash for coal for the store, $12.50. 5. 
Rec'd cash for petty sales, $21.10. 6. Sold D. E. BushneU, 4 
library chairs, @ $4.50; 1 office desk, $22.50; Rec'd cash, $20, — 
Bal. on <5fc. 7. Bo't of Pacific Mf g Co., on % 24 wash-stands, 
® $4; 12 rosewood center tables, ® $18. 9. Sold Geo. S. 
WeUs, on ^, 1 mahogany sofa, $30. 10. Rec'd cash, on ^, 
of F. M. Righter, $50. 11. Sold D. T. Bateman, on ofe, 1 single 
bedstead, $6; 1 "Sleepy HoUow" chair, $10. 12. Sold Cornelia 
Walker, on note at 30 ds., 1 easy rocker, $16; 1 library book- 
case, $40; 3 parlor chairs, ® $6. 13. Paid ca^ for incidentals, 
$10.25. 15. Discounted Wells's note of Jan. 25th, at Bank of 
San Jose, and received a draft on San Francisco for $145. 
Sent the draft to Pacific Mf g Co., to be credited on our acc't. 
16. Paid $75 for rent. 17. Rec'd cash, on (jh, of F. M. Righter, 
$25. 18. Sold H. B. Norton, on <5fc, 1 piano stool, $8; 8 dining 
chairs, ® $1.75. 19. Rec'd $20 of Cornelia Walker, to be credited 
on her note. 20. Took an inventory and find Mdse. on hand, 
$1810.20. 

Hon.— Th« NotM inentioBed in thii Set an in the Bill Book on pages 22 and 2S. ^ 
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DAT BOOK. 

(ArxmaiU art foiled dirtetls from Sola Book and Ittvoiet I 
t 2.] SAN JOSE, FAntary 1, 1383. 



Saoe & Co., 



Or. 







Dr. 




?. It ElGHTBK, 




Dr. 


D. T. Batbman, 






Cr. 






10. 




F. M. RlQHTEB, 






Cr. 






15. 




Pjoinc idt'a Co., 






Dr. 






17. 




F. M. RiDKTSR, 

CB»b.CI.<%... 






Cr. 



INVOICE BOOK. 

SAN JOSS, FArvary S, 1883. 



PAcmc Mf'g Co., 

10 Hair MattreaaeB, 
20 Cane Bottom Chains, 
Cash. 



Picmc M>'(i Co., 

24 Wash-standa, 
12 Rosewood Center T&blea, 
On <^. 



San FraucUco. 

® J12 

2.10 



SALES BOOK. 

SAN JOSE, February 1, 1S8S. 



0| H. B. NoB'niti, 

1 ExteDBioQ Dining Table . , 
6 Gk>tliio Chfura, 
On %. 



Wright's Station. 
@ 93.50 



^ D. B. BiTSHNELL, 

4 Library Chairs, 

1 0£Sco Dask 

Rec'd Cash, on <%, $20. 



San JoBO. 
® J4.50 



9 Gio. S. Wells, 

1 Mahogany Sofa 

On %. 

11. 
9( D. T, Bateman, 

1 Single Bedstead 

1 "Sleepy Holbw" Chair .. 
On ^. 



12. 



;. COBNBLIA WaLKEK, 

1 Easy Rocber .... 
1 Library Book-ca,se 
3 Parlor ChairB. 
Note at 30 da. 

Sj H. B. NoBTOS, 

I Piano Stool 

S Dining Cliairs, 
On 1%. 



LEDGER. 
SAGE <fi CO. 



1 To Liabilities 2 

Net Loss 



LEDGBE. 
J'. M. EIOETEE. 



1 ToBal.dne Z7 



i 

1S(.[_ 



J>. T. BATEMAN. 



PACIFIC MF'Q GO. 



13S3 

Peb.[l5| To Draft,. 

Balance . . 



By Mdse 27 



S. B. NORTOir. 



D. E. BU8HKELL. 



Feb. e To Mdee. . 



GEO. S. WELLS. 



Feb a To Mdse M 3tH Feb. to By Balantt 



CASH BOOK. 



ll Amt. on hand , . .. 

" paid Paoifio Mf'g Co 

" " for Coal 

" rac'd foe Petty Sales 

" " from D. K BushneU 

" " " F. M. Righter 

" p»id for Inoidantala 

" " " Rent of Store 

■' rec'd from P. M. Eigliter 

" " " Cornelia Walker, on Note . . 



8n2.] 



STATEMENT. 



RESOtTRCES. 

Personal Accoonta (Ledger). . 

Bills Receivable (B. B.) 

CaBh{C.B.) 

Mdae. (Inventory) 



156S0 PerBDnBlAccounta(LBdger).... 

64 Bills Payable (B.B.) 

876 35 Sage & Co'a Present JVel Cap. . . 
ISIOZO 
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PK00P-8HEET. 



..Sage ft Co 

..F. M. Eighter.... 

..D.T. Bateuum 

.. Pacific Mfg Co... 

..H. B. Norton 

..D. K BoBhiiell... 
..Geo. S. Wells.... 
. .BillE Receivable (J 



COMMERCIAL TERMS. 

Acceptance. The formal receiving of the terms of a draft or bill, 
by which the acceptor binds himself to pay it when due. It 
is signified by the acceptor writing across the face of the 
biU the word '^ Accepted," and the date, and signing his name. 
The name of the bill after it has been accepted. 

Account Current. A statement in detail of a running account. 

Ad Yalorem. According to value at the cost, or invoice price 

Advice. Mercantile information. 

Appraisement. The act of setting a value upon property. 

Auditor. A person appointed to examine accounts. 

Average. A medium time for the payment in one sxmi of 
several items due at different times, so that neither parly 
shall lose interest. An assessment proportioned upon a vessel 
or cargo to meet losses at sea. 

Bsdance. To close an account. Difference between the debits 
and credits. 

Balance Sheet. A statement in condensed form showing the 
condition and progress of business. 

Balance of Trade. The difference between the value of the 
exports and imports of a country. 

Bankrupt. One who is unable to pay his debts. An insolvent. 

Bill-head. A printed form used by merchants for their bills 
and rendered accounts. 

Bill of Entry. A list of goods entered at the Custom-House. 

Capital. The money or property used to carry on a business 

Clearing-House. The place where baianc between banks or 
business houses are adjusted. 

Clerical Error. An error in calculation, or other accidental 
error on books or documents. 

Collaterals. Pledges or security for -:oans of money or other 
indebtedness. 

Consignee. The party to whom goods are sent to be sold. 
Consignment. Goods sent or delivered to a consignee, for sale. 
Contra. Against; on the other side. 
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COMMERCIAL TERMS. 

Counter Entry. An entry made to balance one on the oppo* 
site side. 

Customs. Taxes or revenue duties levied on goods imported* 

Days of Grace. The time usually allowed beyond the expressed 
time for the payment of negotiable paper. This time varies 
in different countries. Days of Grace are not allowed on the 
Pacific Coast of the United States, except on sight drafts in 
Oregon. 

Dividend. Gain to be divided among stockholders 

Drawee. The person on whom the bill is drawn. 

Drawer. The party making the draft, or requesting that the 
payment be made. 

Duty. Customs. 

Endorse. To write one's name on the back of a note or bill 

Entry. A record made in an account book. 

Exhibit. A transcript of Ledger balances. A written state- 
ment of the affairs of a merchant. 

Face. The amount for which a note or bill is drawn. 

Favor. A term for a letter received. A note is drawn in 
favor of the person to whom it is made payable. 

Guarantee. A promise to indemnify against loss. 

Gross Weight. The total weight of goods with boxes, bags^ 
or chests in which they are packed. 

Hypothecate. To pledge as security. 

Import. To bring goods from another country in the trans' 
action of commerce. 

Insolvent. Without means to pay one's debts. 

Index. An alphabetical table of Ledger accounts. 

Installment. The part of an amount to be paid at a particular 
time. 

Jettison or Jetsam. Goods thrown overboard to lighten a ship 
in a storm. 

license. A legal permit to do business. 

Liquidation. The act of paying or settling indebtedness. 
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COMMEECIAL TERMS. 

Manifest. A list of the packages of a cargo, with the marks 
on them, and the name of the person to whom sent. 

Maturity. The time when a note or bill falls due. 

Maximnm Price. The highest price of an article. 

Negotiate. To dispose of; to bargain. 

Net Proceeds. The amonnt received from sales after all charges 
have been deducted. 

Notary Public. An offtcer who attests contracts, or writings 
of any kind. 

Open Account. A running or xmsettled account. 

Par. Equal. The first or nominal value. 

Payee. The person to whom money is paid. 

Port of Entry. A harbor where a Custom-House is established 
for the collection of import duties. 

Power of Attorney. A writing which gives one authority to 
act for another. 

Premium. Excess above par. The price paid for insurance 
Banker's charge for bOlsi 

Pro Bata. A proportional distribution. 

Protest. A legal notification that a biU was not accepted 
when presented, or that a note or biU was not paid when 
due. 

Rebate. Discount. A deduction for prompt payment. 

Remittance. Funds sent from one place to another. 

Sight. The time when a note or bill is presented for pay- 
ment. 

Solvent. Sound; able to pay. 

Specie. Gk)ld, silver, or copper coin used as a circulating 
medixmi of commerce. 

Tare. An aDowance for the weight of the box, barrel, etc., 
which contains the goods. 

Toucher. A person or docxmient serving as evidence. 

Way-BUl. A document containing a list and description of 
goods sent by a common carrier by land. 
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BUSINESS PAPER. 

Negotiable Papcor is any form of business pai>er that can b^ 
transferred from one i>er8on to another for a valuable consider- 
ation, either b J endorsement or assignment. There are severail 
classes of negotiable paper, the most important of which, are 
Bills of Exchange, Bank Notes, Promissory Notes, Certificates 
of Deposit, Checks, Bonds, Bills of Lading, Letters of Credit, 
and Due-Bills. 

Non-negotiable Paper is that which is made payable jo a 
person therein named, without authority to transfer to a third 
party. 

Negotiability. Bearer or order are the words usually used 
to express negotiability, but any words in a legal instrument 
by which it can be inferred that it is intended to be nego- 
tiable will make it transferable. When payable to hearer the 
paper may be transfeired without endorsement; but when pay- 
able to order it requires the payee's signature before it can 
be transferred. 

A Promissory Note is a written or printed promise by one 
party to another, to pay a specified sum of money at a certain 
time, with or without interest. The original parties are called 
the maJcer and the payee. 

The Several Kinds of promissory notes are called Individual, 
Joint, Joint and Several, Chattel, and Bank Notes. In the indi- 
vidual note, but one person makes the promise to pay. In the 
joint note, the promise is made jointly by two or more persons. 
In the joint and several note, each signer assumes the whole 
responsibility. 



BUSINESS FORMS. 
NOTES. 

1. IMDIVEDUAI*. 

$1200^. Vallbjo, May 15, 1883. 

Sixty days after date, I promise to pay to C. B. Towle or 
order. One Thousand Two Hundred Dollars, in U. S. gold coin, 
value reeeived. 

W. T. WAIiLACE. 
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%. IKDiyiDUAIi, WITH IMTERBST. 

♦500^. SuisuN City, June 3, 1883. 

One year after date, I promise to pay to William Wolf or 
bearer. Five Hundred Dollars, value received, with interest at 
the rate of one per cent, per month. 

Moses Frank. 

8. JOniT AlfD 8BYBBAI.. 

$300T*inr- Sacramento, Aug. 8, 1883. 

Three years from date, we jointly and severally promise to 
pay to Henry Edgerton, Three Hundred Dollars, in U. 8. gold 
coin, value received, with interest at seven per cent, per annum. 

Henry Martin, 
Charles Jones. 

4. JOINT. 

$1000^V San Jose, Sept. 8, 1883. 

Ninety days after date, we promise to pay to T. E. Kennedy 

or order, at the Bank of San Jose, One Thousand Dollars, value 

received. 

C. W. Childs, 

J. G. EIennedy. 

ft. PAYABLE BY IMSTAIXBOBNTS. 

• 

$2000^. Los Angeles, Jan. 5, 1883. I 

Six months after date, I promise to pay to Widney & Co. 

or order, at their store in the city of Los Angeles, value 

received, Two Thousand Dollars, with interest at one per cent. 

per month, reserving the right to make partial payments, in 

sums not less than Ten Dollars. ^ 

Henry Blank. % 

6. CHATTEL. 

Santa Cruz, Nov. 15, 1883. % 
Three months from date, for value received, I promise to 
pay to George Bennett or order, Four Hundred Dollars, in Red- 
wood Ltmiber, the same to be delivered as per his order, 
within the limits of the city of Santa Cruz, and valued at the^ 
market rate prevailing at the date of delivery. ' C 

Charles Allen. 
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7. BLANK PRINTED FOBM. 

$ San Jose 

after date, promise to pay to 

or order, the sum of 

payable in gold coin of the United States, with interest thereon 

in like gold coin at the rate of from 

date until paid, value received. 



Hon. — ^All of these notes are negotiable except No. 3. When tnterMf is not mentioned, the note 
wlU draw interest, at the cnstomary rate, after it is due. 



EXCHANGE. 

Excliange is a term employed to denote that commercial 
usage, by which merchants and others avoid the risk and ex- 
pense of sending money to make payments in distant places, 
by transmitting Drafts or Bills of Exchange. 

A Bill of Exchange, or Draft, is a written order, directed 
to a person in a distant place, for the payment of a specified 
sum of money at a specified time. There are two classes of 
Exchange — foreign^ and inland or domestic. 

Inland Bills of Exchange are such as are both drawn and 
paid in the same state or country. 

Foreign Bills of Excliange are drawn upon persons living 
in another state or country. They are usually drawn in sets 
of three, one of which being honored, the others become void. 
The separate bills are sent by different routes, or at different 
times, in order to insure a certainty, that at least one shall be 
received. 

8. TDDS DRAFT. 

$125^^. Marysville, Dec. 10, 1883. 

Sixty days after date pay to Dudley C. Stone or order, 

One Hundred and Twenty-five Dollars, value received, and 

charge to account of 

BoBT. Stbong. 
To F. A. Campbell, 

San Frandaco, 
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0. SIGHT BRAPT. 

♦200^yV- San TRANasco, Feb. 12, 1883. 

At sight, pay to J. L. Mosher or order, Two Hundred Dol- 
lars, value received, and charge to account of 
To Farmers' Union, San Jose. Albert Letseb. 

10. FOBXIGN DBAVT. 

Exchange for £500. San Francisco, July 5, 1883. 

Ten days after sight of this my first Bill of Exchange, 

(second and third of same date and tenor unpaid,) pay to John 

Adams or order, Five Hundred Pounds SterUng, value received, 

•with or without further advice. 

Wm. CmPMAN. 

To Peabody & Co.f 

Bankers^ Liverpool. 

Kon.— la form 8, Sobt. Strong is the drawer, Dndlej C. Stone the jMyae, and F. A. Cunpbell thk 
dratBee, Campbell is not a party to this draft until be accepts; which consists in writing acroas th^ 
face of the draft, in red ink, the word oooepfad, and the daj of the month and year, placing nSm 
aignatura wadanaath: AoeepUd Dm. 6, 1883. F. A, Ccmtgibdl, 



DUE-BILL. 

A Bue-Bill is a written acknowledgment of a debt. It is 
usually given instead of a note, when a debt is to be paid in 
a short time. 

11. 

$25,*^^. Colusa, May 10, 1883. 

Due Geo. P. Ahlf or order, ten days from date, Twenty- 
five Dollars, value received. 

James Q. Beaty. 

18. 

$40TAfiy. San Jose, Aug. 10, 1883. 

Due Frank Butts^ on demand, Forty DoUars. 

John Sullivan. 

13. 

$7&^ Modesto, Sept. 15, 1883. 

Due to 0. P. Evaxus, Seventy-five Dollars in goods from my 
store. 

Fred A. Hazzard 
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BANK CHECKS. 
A. Omk is an order on a Bank to pay Toxmey on demasid. 
Checks are nsoally printed in blank and filled np as they are 
required. A certified eheeh is one that has been presented to a 
bank and certified, that is, accepted. This is dona by the 
"Teller," who mites across the face "Certdfled" and his sig- 
nature. 



No. 4S. San Jose, Aug. S, 188S. 

The Bane op San Jobe, 
Pay to J. S. Braly, or Bearer, 

Two Hundred and jv/fy.'^rrrTrTr-rr^rrrrT^r.Doiiars. 

^60.^ Ruth Royce. 



CERTIFICATE OP DEPOSIT. 

A Certlflcate of Deposit is an instmment issaed by a bank, 
and certifies that a person mentioned therein, has deposited a 
certain snm of money, payable to his order apon the sorrender 
of the certificate, properly endorsed. In nature it is the same 
as a certifled check. 




San Jose, 

Commbrciaij Bane. 

has deposited in this Bank 

Dollars, 

payable to the Order of 

on the retuTO of this Certificate properly endorsed. 
No Cashier. 



BUSINESS FOEMS. 

BILL OF LADING. 

A Bill of Ti«iHiig is an instmnient signed by the proper officer 
of a vessel, acknowledging the receipt of certain packages or 
quantities of goods, and promising nnder certain exceptions, to 
deliver the same ''in like good order/' at the place directed. 

LETTER OF CREDIT. 

A Letter of Credit is a letter authorizing credit to a certain 
amount of money to be given to the bearer. 

16. A I*ETTEB OF CBJfiUlT. 

San Jose, July 10, 1883. 
Messrs. C. H. Strong & Co., 

London, England. 

Gentlemeny 

We have the pleasure of introducing to you Mr. 

Henry C. Clayton, who desires us to open a credit with you, 

for him, for six hundred pounds sterling. You will please 

honor his drafts to an amount not exceeding in the aggregate' 

the above sum, and charge the same to us. 

Very truly, 

Signature of T. E. Beans. 

Henry A. Clayton. 

ENDORSEMENTS. 

Endorsement. Anything written on the back of negotiable 
paper, having relation to the paper itself, is an endorsement. 
The endorsement is generally made for the purpose of trans- 
ferring the right of the holder to some other person. 

There are five kinds, called the Blank, Full, Conditional, 
Qualifled, and Restrictive. A NanJc endorsement is made by the 
holder's simply writing his name on the back of the paper. An 
endorsement in full mentions the name of the person in whose 
favor it is made. A conditional endorsement is one made sub- 
ject to some condition which must be performed to render the 
instrument valid. A qtialified endorsement kr one in which the 
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endorser can qualify or limit his responsibility by the terms of 
the endorsement. A restrictive endorsement is one which re- 
stricts the payment to some particular person. As no particular 
form of words is necessary in the construction of negotiable paper, 
so no particulao- form is necessary for its endorsement. But 
custom has established certain forms which are in use among 
business men. Following are the usual forms of endorsement: 

Blank: 

Q. E, Kleeberger, 

In Full: 

Pay to J. JET. Braly or order. 

Eliza B, Barnes, 

Qualified, 1st Form: 

Bay to J, H, Ellwood or order ^ 
without recourse. 



Qualified, 2d Form: 



BestrictiTe: 



M. E, Wilson. 

Pay to Mary P. Adams or order. 
L. P. Sargent, Agt 

Pay to Chas. R. Allen only. 
I. O. Oakley. 



BILLS AND INVOICES. 

A Bill is an account rendered in items. There are two kinds: 
one for services rendered, and the other for goods sold. 

17. FOK SEBTICES. 

San Jose, March 10, 1883. 
Eugene G. Cole, 

To Elmer Brownell, Dr, 
For 3 days' Work, Eepairing Fence, @ $2.50 $7.50. 
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U, BBCBIFTKD BUJ- 

Walndt Cbbbk, Feb. 9, 1883. 
&S0. E. Lasxet, 

To Dakiel Mahoney, Dr. 

For five days' Labw, Trinuning Trees, @ $2 $10.00. 

Bee'd Payment, 

Daniel Mahonet. 



Mr. Geo. Rice, 



IB. FOB GOODS 90U>. 

Yreka, June 5, ] 
Bo't of Vance & Walbridge. 



150 ^ GnnnUted Sugar, 
60 /jC Dried pMches, 



@13^.. 
15^.. 



TVfiaa MoiilE WaISH, 



SO. FOB GOODS SOU>. 

Placehville, May 15, 1883, 
To Aldeeson & Co., iV. 



To 16 ^ Giugbam, 
" 10 ff White Embroidery, 



,. Aldkrson. 



31. ITKHS OF AN ACGODMT. 

ViSAliiA, Aug. 10, 1883. 
Low & Pareee, 

In Accotmt with James Trimble, J>r. 



To W fjC Braadcloth, @ t3 

" B0# Miialin, 8^ 

" 60 jjl Cottan Batting, 12^ 

Cr. 

By 10 ;$( Brokdcloth, @ $2.50. (Betomed damaged) . 

" CMb 

Balance due 

Eec'd payment, 

Jaues Tkimble, 

per David Snodgntsa. 



BUSINESS FORMS. 

33. ACCOITNT OF SAIIBS. 

Sales t*n^] on Joint Acconnt of 

R. J. 9l»N0T».aiid Ours^iIVeB, each }. 



Sold Henry Petray, on ofc, 60 da., 

300 bbU. Flour, @ !7 

Sold A. B. SheatB, for cosh, 

aoObblH. Flour, @ 86.75 

Chargti. 

Storage and Advertising 

CommisBion, 2J% on $3,450 

Onr i net gain 

R. J. Sinnott'a net pi-oceeds 

Invoice, 500 bbls. Flonr, g 
i net gain 



San Diego, May 25, 1S83. 



ORDERS. 
An Order is a written request to deliver money or goods. 
It is nsed lay the person receiving it as a voucher that the per- 
son signing it is responsible, and Uiat the thing or things 
mentioned have been delivered. 

93. OBDER FOB HONKS. 

Santa Babbaoa, Jone 1, 1883. 



Mr. A. "W. MiZE, 

Please pay to John W. Stirling < 
OD my account. 



order, Twenty Dollars, 

L. N. WlUSTEN. 



EuBEKA, Jnly 12, 1883. 
Mr. I. S. Thohpson, 

Please deliver to Oeo. Dnncan, Thirty Dollars in goods 
j!rom yonr store, and charge to my aecotint. 

Jom« Tbihble. 
— _^ 



BUSINESS FORMS. 

RECEIPTS. 

A Receipt is an acknowledgment in writing that a sum of 
money, or something of value, has been received. The simplest 
form of a receipt is a signature to an itemized bill. The pur- 
pose in exacting a receipt is that it may serve as a voucher in 
case of a dispute as to what has occurred. As a simple evi- 
dence of the payment of money at a particular time, a bank 
check drawn to the order of the payee is the best. 

S5. MONET ON ACCOUNT. 
$100. 

Received, San Jose, Oct. 1, 1883, of Frederick Baily, One 

Hundred Dollars on account. 

John Baker. 

26. IN FUIX OF AIX DEMANDS. 

$75^. Colusa, March 25, 1883. 

Received of W. H. Summer, Seventy-five and ^/^^ Dollars, 

in fuU of all demands to date. 

M. A. Rouse. 

S7. FOK advance: on contract. 

$80. Santa Clara, May 30, 1883. 

Received of Arthur Knox, as an advance on contract for 
furnishing 200 cords of Live Oak Wood, Eighty Dollars. 

George Edgar. 

9S. TOB "KENT, 

$60. San Jose, May 1, 1883. 

Received of Carl H. Allen, Sixty Dollars, in full for one 
quarter's rent of House No. 1524 Seventh Street, due this day. 

F. G. Tyrrell. 

29. TO SEBVX: AS AN BNDOBSEBOENT. 

Received, July 8th, 1883, on the within note, Fifty Dollars. 

Wm. E. Bacon. 

30. TO AFFLT TO CONTRACT. 

Receiv^ San Jose, May 9, 1883, of F. P. West, One Hun- 
dred and Forty Dollars, the same to apply to contract for 
building house, dated April 1, 1883. 

J. R. Saunders. 
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BILL OF SALE. 

31. SHORT FORM. 

Lakeport, Aug. 10, 1883. 
1 hereby acknowledge the sale of (here insert a description 
«f the property), to Charles P. Adams of San Jose, Cal. 

Peter A. Ames. 

ARTICLES OF AGREEMENT. 

An Agreement is virtually a contract, by which a certain 
person or persons, agree to perform certain duties within a 
specified time. 

Agreements should show that they are made for a reasonable 
consideration, else they are void in law. 

Copies of an agreement should always be prepared in dupli- 
cate, and each party to the agreement should retain a copy. 

X 

32. GRNRR^lL form. 

This Agreement, made the first day of May, 1883, between 
Chas. C. Adams, of Gait, County of Sacramento, State of Cali- 
fornia, of the first part, and F. A. Butts, of Pacheco, County 
of Contra Costa, State of CaUfomia, of the second part, 

Witnesseth, that the said Chas. C. Adams, in consideration 
of the agreement of the party of the second part, hereinafter 
contained, contracts, and agrees with the said F. A. Butts, to 
(here insert specification of agreement). 

And the said F. A. Butts, in consideration of the prompt 
fulfillment of this contract, by the party of the first part, cem- 
tracts, and agrees with the said Chas. C. Adams, to pay (here 
insert amount). 

In case of failure of agreement by either of the parties hereto, 
it is hereby stipulated and agreed that the party so failing shall 
pay to the other (here insert amount), as fixed and settled 
damages. 

In witness whereof, we have hereunto set our hands, the day 

and year first above written. 

Chas. C. Adams. 

F. A. Butts. 



BUSINESS FORMS. 
LANDLORD AND TENANT. 

A Landloid is a i)erson who leases real estate to another. 
The person who holds a lease is known as a tenant, and in 
law he is called the lessee. The person giving the lease — ^the 
landlord — ^is called the lessor. No partienlar form of wording 
a lease is necessary. 

It is essential that the lease state all the conditions, as 
additional verbal promises avail nothing in law. It is held, 
generaUy, that a written instnunent contams the details, and 
states the bargain entire, as the contracting parties intended. 

33. A liBASE. 

This Instrument, made the first day of June, 1883, Wit- 
nesseth, that Geo. W. Koch, of San Joan, County of San 
Benito, State of Gal., has rented from A. L. Talbot, of San 
Juan aforesaid, the dwelling and lot No. 320 Broadway, situ- 
ated in said town of San Jnan, for three years from the above 
date, at a yearly rental of Two Hundred and Forty Dollars, 
payable monthly, on the first day of each month. 

At the expiration of said above mentioned term, the said 
Geo. W. Koch agrees to give the said A. L. Talbot peaceably 
possession of the said dwelling, in as good condition as when 
taken, ordinary wear and casualties excepted. 

In witness whereof, we place hereunto our hands and seals, 

the day and year aforesaid. 

Geo. W. Koch. [l. s.] 

A. L. Talbot, [l. s.] 



BUSINESS LETTERS. 

Business Letters should be clear and concise. No mor%< 
words should be. used than are necessary to state the business 
fairly 5 nor should words essential to the construction be 
omitted. Avoid interlineations and erasures; these indicate a 
lack of interest in and attention to the subject, and greatly dis- 
figure the letter. 

The teacher should use the ilacJcboard to develop the different 
parts of a letter. 
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S4. IfirCI.OSING SUBSCBEPnOX. 

San Luis Obispo, Cal., May 9, 1883. 
To the Publisher of the " Pacific School Journal/' 
San Francisco. 

Dear Sir: — ^For the inclosed Two Dollars, please 
send "The Pacific School Journal" for one year, beginning 
with the first number of the present volume. 

Respectfully, 

May E. Jepson. 

35. AFPUGATIOX FOB A SITUATION. 

Monterey, Cal., Oct. 10, 1883. 
H. A. Morse, 

Co. Supt. of Schools, Yreka. 

Dear Sir: — ^Having learned that there is a vacancy 
in the Grammar School of your city, I offer myself as a can- 
didate for the position. 

I graduated at the State Normal School in San Jose, in 1880, 

and ever since have devoted myself to the work of teaching. 

I have testimonials from the Trustees of several schools; 

and am also permitted to refer to the Rev. John Smith and 

Prof. James King, of this city. 

Should a personal interview be desired, I shall be glad to 
see you when it may be most convenient to yourself. 

Yours, truly, 

Annie E. Johnson. 

36. INTRODUCTION. 

Shasta, Jan. 1, 1883. 
Messrs. A. L. Bancroft & Co., 

San Francisco. 

Oentlemen : 

This will introduce to you my friend, Mr. Hamilton 

Fifdier, who visits your city for the purpose of purchasing 

goods. Mr. Fisher has a good paying business in this city; 

in fact, is one of our "solid men.'' Any favors you may show 

him in regard to introducing him to houses not in your line^ 

wiU be highly appreciated by Mr. Fisher, and by 

Yours, very truly, 

Levi F. Herrod. 

46 



BUSINESS FORMS. 

sv« siAxnaofT of agoouiit. 

SuisuN GiTT, Oct 9. 1883. 
TiTOCTJg Chbysleb, 

Sacramento. 

Dear Sir: — ^Indosed please find onr nsnal monthly 

statement of account. If you find it correct, we shall be glad 

to receive an early remittance. 

Please let us hare the amount, if you can, by the 15th, and 

oblige 

Yours truly, 

M. DlNEELSPEIL Ss SOKS. 
SS. nCOIiOSIKO BBBOTTANCB. 

Sacramento, Oct. 12, 1883. 
M. DiKKELSPEiL & Sons, 

Suisun City. 
&mitlemen: 

I herewith inclose a Draft for Eighty Dollars, in set- 
tlement of account as per statement received. 
Please acknowledge receipt, and oblige 

Yours truly, 

Leslie Ghbysleb. 

89. OKDBR FOB OOOI>S. 

Benicia, May 12, 1883. 
Messrs. Banoboft Ss Co., 

San Francisco. 

Oenilemen : 

Please send me per express, as early as possible: 

2 doz. Milne's Practical Arithmetic. 

3 " Harper's School Geography. 
I ^ Essentials of Book-keeping. 

/ ^ Yours truly, 

L. WiNMANN. 
40. BEOOMMENDATION. 

Los Gatos, Nov. 10, 1883. 
To Whom It May Concern: 

It affords me pleasure to testify to the personal worth and 
edneational qualifications of Miss Julia Harrington. She Las 
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tanght successfully in several schools; by her aptness in teach- 
ing, and tact in enforcing discipline, she has made a reputation 
as an earnest and progressive teacher. 
I cordially recommend her to any Board of School Trustees. 

Respectfully, 

Silas Wright. 

41. NOTICi: OF SHIPMIENT OF MEBCHAia>ISE. 

San Jose, Aug. 6, 1883. 
Messrs. Scott & Williams, 

San Francisco. 

Oentlemen : 

According to your order, I have sent you to-day, per 

S. P. R. R. : 

100 boxes Foster Peaches. 

50 sacks Early Rose Potatoes. 

Trusting that these wiU prove satisfactory and bring a good 

price, I am. 

Respectfully yours, 

Henry Amzdom. 



QUESTIONS FOR REVIEWS. 

Business Forms, 1. What is negotiable paper? 2. How 
may it be transferred! 3. How many kinds are there! 4. 
What is a promissory note! 5. Who are the original parties! 
6. Mention the different kinds of promissory notes. 7. Ex- 
plain the difference between an individual and joint, or a joint 
and several note. 8. Are the words "value received" neces- 
sary in a note! 9. What are "days of grace!" 10. What is 
honoring a note! 11. What is it to discount a note! 12. 
What is an indorsement! 13. For what purpose is it made! 
14. What is the effect of indorsing a note! 15. How many 
kinds of indorsement are there! 16. Name and define them. 
17. What is interest! 18. How is the price paid for the use 
of money regulated! 19. What is usury! 20. What is the 
prevalent opinion in regard to usury laws! 21. If interest is 
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not mentioned in a note, can interest be collected f 22. What 
is a biU of exchange f 23. How many kinds t 24. Define 
foreign and inland bills. 25. In how many ways can you pay 
a debt in a distant part of the State without sending coin or 
bank notes f 26. What is the difference between a biU of ex- 
change and a draft t 27. What is an ''acceptance" f 28. 
Why and how is it madet 29. Name the parties to a bill of 
exchange. 30. What are the benefits of drafts or bills of 
exchange t 31. What words express negotiability in a business 
paper! 32. What is a bank check t 33. What is the person 
who signs a check called! 34. Why are checks usually drawn 
to the order of a person! 35. When can payment of a check 
be countermanded! 36. When must a check be presented for 
payment! 37. Why! 38. What is a certified check! 39. 
What is a due-bill! 40. Why is it given instead of a note! 
41. What is a certificate of deposit! 42. What is a biU of 
lading! 43. What is a letter of credit! 44. What is an order! 
45. What is a receipt! 46. Of what is a receipt evidence! 47. 
For what are receipts usually given! 48. What is a bill! 49. 
How many kinds ! 50. Who makes out a bill when goods are 
sold, and for whose benefit! 51. What are the benefits of 
having a bill! 52. What is an invoice! 53. What are some 
of the characteristics of a business letter! 54. What should 
be the style of writing! 55. How and why do business men 
keep copies of the letters they send away! 

Write out these Business Papers. 1. Gave my note, at 
three months, to (use names of students in these exercises), 
for $350; interest at 7%. 2. Two students gave a "joint and 

several'^ note to for $240; time, two years from date. 

3. A student gave a chattel note to , promising to de- 
liver $300 worth of hay at the market price, three months 
from date. 4. Write a note, payable 6 months from date, in 
U. S. gold coin, at Commercial Bank, San Jose; interest, 1^% 

per month. 5. Draw a draft at 30 days' sight, on , of 

New York, in favor of for $350. 6. Write a draft 

upon yourself and accept it, with name of , residing at 

, as drawer, favor of for $275.50. 7. Remitted 



BUBIKEBS FORMS. 

to Jolin Oxford, in London, a set of bills of exchange for 
£560, on Smith & Rider, at 30 days' sight. 8. Borrowed of 

, forty dollars, for which I gq,ve my dne-biU, payable 

in 10 days. 9 owes me fifty dollars, and I have taken 

his due-bill, payable in goods from his store, on demand. 
'NiO. Draw your check on San Jose Bank, for $100, in favor of 

, or order. ^ 11. Write a letter of credit, asking 

of Paris, to honor the drafts of your friend , to the 

amount of 1500 francs. - 12. Give an order to , on 

, for flour from his store, to the value of $30. 13. 

Give an order on , for $40 in cash.~^14. Pay a 

debt due , by giving him an order in his favor, on 

, for $120.50. ^5. Write a receipt for $20, received 

from , for one month's rent. ^16. Give a receipt 

for $75, paid on acc't. 17. Give $, receipt to , for books 

and papers, which he, as a county officer, has turned over to 

you, his successor. "^18. Sold on ^, 10 yds. blk. sUk, 

@ $2.25; 5 yds. broadcloth, (^0f^ 3.doz. buttons, @ 40^ j 2 J 
yds. silk serge, @ $1.75 (make out the bill). ^9. Worked 6J 

days for , repairing fence, @ $2.50 per day (make out 

the bill). 20. Give a receipted biU for the following:. Sold 

for cash, 5 gals. N. 0. molasses, @ 80^; 10 lbs. doffee, 

@ 20^5 3 lbs. tea, @ 75^.^ <21. Write a letter to a merchant 
in New York, ordering a bill of Mdse.,- state how the goods 
are to be sent, and the manner in which payment will be 
made. 22. Write a letter inclosing statement of acc't, with 
request for payment.^^. Write a letter to , inclosing 

. a subscription for one year; specify when to commence, etc. 

-^ 24. Write letters of recommendation, introduction, etc. 

GENERAL EEVIEW QUESTIONS. 

1. Define book-keeping, 2. Name the different systems of 
book-keeping. 3. What is single entry book-keeping t 4. 
What is an account! 5. What is a personal account! 6. 
Define an entry; an original entry. 7. What is meant by the 
term "debtor''! 8. What is meant by the term "creditor'! 
9. In an account^ how are the entries placed! 10. WhSkX 



GENERAL REVIEW QUESTIONS. 

the balance of an account, and how is it found t 11. What ih 
a transaction f 12. What does the debit side of an account 
show; the credit sidet 13. When do you debit and when do 
you credit a person f 14. Define principal and auxiliary books. 
15. Name the auxiliary books. 16. What is a ''set of books"! 
17. What is meant by "opening a set of books"! 18. State 
the use of the various books used in book-keeping. 19. Why 
may Dr. and Cr., To and By, be omitted from the Ledger! 20. 
What is the meaning of the figures in the margin of Sales Book 
and Invoice Book, pages 27 and 28 ! 21. What are footing lines! 
22. What are closing Mnes! 23. What are resources! 24. 
What are liabilities! 25. What is meant by the term "mer- 
chandise"! 26. What is an invoice! 27. What is an inventory! 
28. Define bills payable and bUls receivable. 29. What is post- 
ing! 30. In posting, why is the page of each book written 
in the other! 31. When is posting done in actual business! 
32. When, how, and why is the check mark [|/] used! 33. 
What is a statement, or balance sheet! 34. When and why is 
a balance sheet made out! 35. What is meant by "net capital"! 
36. How do you find the net capital at commencing; at clos- 
ing! 37. How do you find the net gain or loss in single entry 
book-keeping! 38. In opening a set of books what entry do 
you make for the proprietor! 39. What entry is made in the 
Bill Book when a partial payment is made on a note! 40. 
When and why is a Bill Book kept! 41. When a full set of 
books is kept, and you post only from the Day Book, what 
entries are made in the Day Book! 42. When you post from 
the C. B., S. B., and I. B. directly to the Ledger, what entries 
are made in the Day Book! 43. Why are erasures not allow- 
able in the Day Book! 44. Mention a transaction which re- 
quires an entry in both Day and Cash Books. 45. How may 
an error be corrected in the Day Book, and in the Ledger! 
46. How often are accoimts closed in the Ledger! 47. How 
can you test the accuracy of the Ledger before closing! 48. / 
When is a note entered in the Day Book! 49. What books 
may be combined and used as one book! 

The following questions may be asked at the close of each 
set: 1. In what way can you ascertain that you have posted 
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^ J all the accounts ? 2. What was your net capital at commencing; 

at closing? 3. What was the amount of cash on hand at start- 
ing; at closing? 4. Where found? 5. Mention the Ledger 
accounts which have balances due you. 6. What are these bal- 
ances called? 7. Mention the Le^er accounts having balances 
that you owe. 8. What are these balances called? 9. How 
do you make a balance sheet, and why? 10. What will your 
Bill Book show? 11. Your Invoice Book? 12. Your Sales 
Book? 13. How do you find the loss or gain? 14. What is to 
be done with bad debts in making the balance sheet? 

In the following "sets" when the manner^A'the sale is not stated "on ^'* 
is imderstood. Notes in which tima is omitted may be oonsideied as due 
in one year. 



EXERCISES FOE THE STUDENT. 

After the completion of the first three or four of the follow- 
ing sets, the Invoice and the Sales Book are to be kept in 
addition to the Day Book, Cash Book, Bill Book, and Ledger. 
It is often advisable to substitute the names of students for 
those given in the memoranda. — Require students to prepare 
"business papers'' as indicated in the first and second sets. 

Set 1. VaUejo, July 1, 1883. Wm. Megarry commenced 
business with cash, $1200; merchandise, $1800; an acc^t against 
Wm. Crowhurst, of $106.50. 

July 2. Bo't of J. Brooks, for cash, invoice of Mdse., $480. 
3. Sold H. D. Richardson, on ^, 1 cheese, 28 j!f^, @ 20^; 4 JiK 
raisins, @ 25^ (make out the bill). 4. Sold James Graham, 
on ^, 5;!f^ molasses, ® 70^; ^M ff flour, @ $1.75 per C; and 
bo't of him 25 water-melons, @ 15^. ^5; Paid cash for drayage, 
$5.50.^6. Cash sales to date, $89.80. 8. Sold H. D. Richard- 
son, bill of Mdse., $48.40, and received ca^ $20. 9. Bo't of 
Amos C. Keene, on ^, bill of Mdse., $180. WlO. Rec'd cash, on 
^, of Wm. Crowhurst, $50. 11. Gave Amos C. Keene, an order 
on Wm. Crowhurst for $20 (write the order). ^12. Cash sales 
from 6th inst. to date, $63. 14. Sold Amos C. Keene, on ^, 
500 » bacon, @ 18^; 200 ^ rice, ® 6^^. 15. Henry AUen has 
worked for us 8jt days, picking fruit, ® $2.50; he has rendered 
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his bill and we have credited him with the amt. (write the bill). 
16. Wm. Growhnrst has paid cash in full to balance his acc't 
(write the receipt). 17. Debit our derk^ John Eastman, with 
SilK tea, ® 50^; 250 ;fr flour, $7.75; 1 ham, $2.25. 18. Sold 
James Graham, bill of Mdse., $43.80; and received of him 13 i^ 
eggSi ® 28^; 120 ;fr peaches, ® 3^. 20. Gash sales from 12th 
inst to date, $56.90. 21. Sold Chas. Pogg, on ^, bill of Mdse., 
$27.60. 22. Debit our clerk with 80 # sugar, ® 13^. 23. Paid 
Amos G. Eeene cash, on ^, $25. 24. Sold H. D. Richardson, 
on ^, 70 If dried peaches, ® 15^. ^^Bo't of Brooks & Go., for 
cash, invoice of Mdse., $120. 26. Sold Henry Allen, on ^, 30 
t bacon, ® 16^. 27. Sold Albert Knorp, on ^, 2^ tons of 
bran, ® $8; 200 jj^ potatoes. ® IJ^. 28. Sold Henry Allen, 
on % bill of Mdse., $18.60; ^30. Gash sales from 20th inst. to 
date, $68.40. Gredit our clerk with one month's salary, $75. 
Took an inventory and found Mdse. on hand, $2360. 

Set 2. Eureka, Sept. 1, 1883. Student commenced business 
with resources as follows: cashj $825; Mdse., as per inventory, 
$1400; tooh, etc., $250. He owes Philip Prior, on % $325. 

Sept. 2. Sold G. R. Pinkerton, on ^, 5,000 j^ pine boards, 
® $18 per M.; 10,000 shingles, @ $2.75 per M.; 2,000 rough 
pickets, ® $20 per M. 3. Bo't of Smith & Go., for cash, in- 
voice of lumber, $520. ^ 4. Sold S. A. Reddy, on % 6,000 Jjf 
redwood — ^rough, ® $18 per M.; 1,500 # redwood studding, ® 
$22 per M. 5. Sold Amos Dean, 1,850 ;K flooring-i^Oregon pine, 
@ $38 per M.; 1,600 if No. 1 rustic, ® 35 per M.^ rec'd cash, 
$20. ^6. Sold David Pratt, on note at 30 ds., bill of lumber, 
$160 (write the note). 7. Rec'd cash, on % of S. A. Reddy, 
$60. 8. Paid cash for wagon, $120^" 9. Sold J. L. Randall, 
on ^, 10,000 # redwood— surf aced, ® $32 per M. ; 2,500 # shakes, 
® $10.50 per M. 11. Gave Philip Prior an order on G. R. 
Pinkerton for $75 (write the order).- 12. Debit our clerk, Peter 
Gareful, with cash, $20. 13. Sold Wm. Ogden, on % 25,000 » 
battens, @ $40 per M.; 800 redwood posts, @ $13 per C. 14. 
Rec'd cash of G. R. Pinkerton, to balance account (write the 
receipt). 15. Paid Philip Prior cash, on ^, $100. 4 16. Rec'd 
of Amos Dean his note, due in six months, interest at 10 % per 

53 






EXERCISES FOE THE STUDENT. 

anmiin, to balance account. 18. Sold T. R. Crawford, on ^, 
2,000 # pine scantling, 4x4, @ $30 per M. 19. Rec'd of David 
Pratt, cash, $40, in part payment of his note of the 6th inst. 
(make the proper endorsement on the note). 20. Credit our clerk 
for labor, $20. 21. Sold WiUiam Ogden, on % 15,000 laths, ® 
$3.50 per M.; 1,800 feet rustic, @ $28 per M. 22. Paid cash 
for drayage, $10.50. 23. Rec'd an order from Philip Prior, re- 
questing us to let Calvin Owen have $25 in Mdse. (write the 
order). 24. Sold T. R. Crawford, on ^^ a bill of lumber, $76.80. 
25. Took an inventory, and found Mdse. on hand, $390 j tools^ 
fixtures, etc., $300; amt. due on notes, $ ; cash, $ 

Set 3. a Petaluma, May 5, 1883. Wm. Bacon commenced 
business with easily $300; Mdse,, $500. 

Bo't of Buckingham & Hecht, for cash, 80 # sole leather, @ 
45^5 24 prs. carpet slippers, @ 90^. Sold Fred Williams, on 
^, 1 pr. calf boots, $8; 1 pr. carpet slippers, $1.25. Cash re- 
ceived for sales, $12.50. 6. Paid Buckingham & Hecht cash, 
for invoice of goods, $67.50. Sold Geo. Titus, on ^, 2 pr. boys' 
boots, @ $2.50; 1 pr. slippers, $1.75. Sold Gteo. Pease, on ^, 
1 pr. ladies' glove-kid boots, $4.75. Cash sales to day, $16.25. 
7. Bo't of Fred Williams, on ^, 1 bottle Vinegar Bitters, $1; 
4 bars soap, @ 15^. Cash sales, $10. 8. Sold Francis Fowler, 
on ^, 1 pr. rubber boots, $4; 1 pr. boys' boots, $3. Debited 
Wm. Sprowl, $1.37, for mending boots. Paid cash for freight, 
$3.50. Cash sales, $17. 9. Repaired boots for Greo. Titus and 
charged him 75^ on ^. Bo't of him, on <5fc, 30 # butter @ 
25^; ^ff eggs, ® Z0(^. Cash sales, $13.50. 10. Sold S. T. 
Bennett, on <}fe, 1 pr. boots, $6; 2 pr. boys' boots, @ $5; 2 pr. 
ladies' serge boots, @ $6. Mended boots for Gteo. Pease and 
charged him, on ^, $1.50. Paid cash for street sprinkling, $1.50. 
Cash sales, $25. 12. Bo't of Joseph Hanson, on ^, 1 bbl. flour, 
$5.75. Paid Mrs. Trusty cash for cleaning store, $3.75. Cash 
sales, $11.50. 13. Bo't of Fred Williams, on % Zff vinegar, 
@ 60^ ; 5 # cider, ® 40^. Sold Geo. Titus, on % 1 pr. brogans, 
$2. Sold Francis Fowler, on ^, 1 pr. slippers, $1. Debited 
Wm. Sprowl 75^ for mending shoes. Geo. Pease paid us cash, 
on ^{fc, $5. Cash sales, $15.75. 14. Cash sales to-day, $18.50. 
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15. Cash sales to-day, $23. 16. Sold Joseph Hanson, on %, 1 pr. 
rubbers, 85/; 1 pr. ladies' bronze kid boots, $9. Bo't of Geo. 
Titus, on % 180 « potatoes, ® 1^/; 25 » veal, ® 10/. Francis 

Fowler paid us cash to balance his account, $ Cash sales, 

$29.75. 19. Mdse. per inventory, $250. 

Set 3 (b). A student's acct. with an orchard: 

Jan. 1, '95. Cash on hand, $125. Value of horses and uten- 
sils, $450. Value of 20 acre orchard, $10,000. Employed B. 
Burns at $25 per month for the year. Bo't 15 tons hay of J. W. 
Crow; paid cash, $75; bal. $75, on %. 

Jan. 30. Bo't of H. French, on %, 1,800 lbs barley at $24 per 
ton; 1 bbl. sugar, $13.50. 

Feb. 10. Borrowed $200 of Wm. Copren, on note at 90 days. 

Feb. 28. Rec'd bill of Chas. Stone for blacksmithing, $27.50; 
paid cash $10 on this bill. Paid Wm. Owen cash $24 for labor. 

April 16. Paid H. Burns cash $75, and gave him an order on 
H. French for $20 in groceries. 

May 15. John Ames has rendered his bill for plowing in 
orchard, $32.50; paid him $18 on %. 

June 20. Rec'd French's bill, amt. $95; paid cash, $60. 

Aug. 18. J. W. Crow gave John Ames an order on us for $25, 
which we pay. 

Oct. 1. Sold for cash our crop of dried apricots, 7^ tons, at 8/ 
per fii. Paid bands for orchard work, $310. 

Nov. 1, Sold for cash, our crop of dried apricots, 27^ tons 
@ 4ic per ft; 3^ tons of peaches, @ 4^c per ft. Paid for help 
in preparing fruit, $750. 

Dec. 24. Credit H. Burns with amt. due him for labor for the 
year. Took an inventory, and find tools, etc., valued at $400^ 
Cash $ Orchard, $10,000. 

Debit orchard with interest on $10,000, at 7%, per year. 

Set 4. San Jose, July 1, 1883. Martin H. Lawson com- 
menced business this day with the following assets and liabilities: 
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eashf $1500; Mdse., as per inventory, $5000; note of Carl Allen, 
dated June 1, 1883, at 3 months, for $500, and a Mte of D. T. 
Mahoney, for $275, dated June 10, at 60 days. He owes E. G. 
Bodwick, $125 on ^; and D. S. Snodgrass holds his note for 
$200, dated May 1, at 4 months. 

July 2. Sold Frank A. Butts, on % 6 firkins butter, 480 
j^, @ 22^; 40 tin pails, @ 45^; 2,000 broom handles, ® 50{^ 
per G. ^3. Paid cash for scales and measures, $12. Sold Blanche 
Erahl, on % 200 ;K sugar, ® 12^^, 150 M salt, ® l^f. 4. Sold 
W. S. Bailey,, on note at 30 days, 50 sack^ Liverpool salt, ® 
$1.25. ^Bec'd cash for petty sales, $36.80. 5. Bec'd of Carl 
Allen a check on Bank of Sa^k^Tose for $100, part payment of 
his note of 1st inst. 6. Discounted our note, favor of D. S. 
Snodgrass, paying him $190 for same. Frank A. Butts returned 
1 firkin of butter, 80 ;K, bo^t of us on the 2d inst. 8. Sold F. 
H. Ottmer, on % 50 hlf. boxes raisins, @ $1.50; 25 boxes Los 
Angeles lemons, ® $2.25. Bec'd cash, on ^, of Blanche Erahl, 
$10. 9. Paid cash for church subscription, $10. Sold L. A. 
Lehnig, 275;^ rice, ® 61^; 40 ;K Eastern ham, ® 16}^; 500;!^ 
iCour, ® $3.25 per G.; rec'd in exchange, 15;!^ eggs, @ 30^; 
balance on ^. 10. Paid cash for street sprinkling, $2.50. 11. 
Betfd cash for petty sales, $40. Sold W. S. Bailey, on ^, 5 ;ff 
kerosene, ® 40^; 10 cans apricots, @ 25^; 10 ^^ coffee, @ 
W^; 5j*f tea, @ 60^. 12. Btft of Lake & Co., on % 800 ;ff 
rice, @ 6^; 100 jlK lard, @ 15f; 80;!^ toba<5Co, ® 40$^. Betfd 
cash on ^ of Frank A. Butts, $75. Paid cash for drayage, 
$4.50. 13. Ghtve our derk, Cteorge Hothersall, an order on 
F. H. Ottmer for $25 in Mdse. 14. Loaned John Curtis, $40. 
Discounted note of D. T. Mahoney of the 1st inst., at Com- 
mercial Bank, and received $265. Bo't of Hal Needham, on % 
5X)ff stove wood, @ $6. 15. Bo't of Frank A. Butts, on % 
25 turkeys, ® $1.10. 16. Martin H. Lawson drew out $50 
cash, for personal use. 17. Paid E. C. Bodwick cash, on <% 
$60. 18. Sold Leon Taylor, 500 # Lima beans, ® 4^; 60 
centals seed wheat, ® $1.60; 40 centals barley, ® $1.40; rec'd 
his note for $100 at 30 days, balance on ^. 19. Burglars 
broke into the store and took $100 in cash. Bec'd an order 
from E. C. Bodwick requesting us to pay John Utter $25 in 
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Mdse. 20. Sold L. A. Lehnig, on ^, 200 i^ salt pork^ @ 18^; 
400 If dried prunes, ® \^. 21. Sold Henry Doubtful, on % 
75 centals bariey, @ $1.45. 22. Sold Peter Slowboy, on % 
1,100 If sugar, ® 13^; 180 If bacon, @ 20f 23. Sold Leon 
Taylor, on ^, 125 'H^ dried peaches, ® 16f 24. Sold Blanche 
Eitthl, on ^, 1 cask pickles, 80 if, @ lOf 25. Bo't of L. A. 
Lehnig, on ^, 25;!^ wood, ® $6. Sold Frank A. Butts 40 
boxes cigars, ® $1.25; rec'd cash, $20, balance on ^. Paid 
Lake & Go. cash, on ^, $60. 26. Peter Slowboy has failed, 
and we have rec'd from him, cash, 25^ on the dollar for amt. 
due us. Credit our derk, Cteo. Hothersall, with salary for one 
month, $75. 27. Bec'd cash for petty sales, $48.60. 28. Henry 
Doubtful has left the State, and we have lost the amount due 
us. 29. Took an inventory and found Mdse. on hand, $4960; 
notes, $ ; cash, $ 

Set 5. In this set keep the account with the bank either in 
the Gash Book, or, if you prefer, in the Ledger. 

Oakland, Oct. 1, 1883. G-. W. Congdon commenced business 
with cash, $1100; Mi%e.^ $1000; and an account against Kate 
Montgomery of $65. He owes Field & Co., on ^, $120. 

Put $800 in Bank of San Jose. 2. Bo't of N. Murray & 
Co., for cash, 1 bolt Merrimack prints, 120 jif^, ® 10^; 60 prs. 
Md gaiters, @ $2.50. Sold Frank Graham, on ^, 1 pr. calf 
boots, $7.50; 10 boxes paper collars, ® 20^. Sold Mary Har- 
riman, 16 # English prints, ® 22^; 1 pr. kid gloves, $1.75; 1 
pr. kid gaiters, $3.25; rec'd cash, $5, balance on %. Cash sales, 
to-day, $21.60. 3. Sold Fred Cauch, on ^, 8 jif^ English tweed, 
® $1.75; 24: iC Lynn cottons, ® 12 Jf Paid Field & Co., on 
% $50, by check on Bank of San Jose. Cash sales, $31.25. 4. 
Sold Mary Harriman, on % 20;if^ fancy linens, ® 25^; 1 silk 
scarf, $1.25. Put $80 in Bank of San Jose. Sold Frank Graham, 
on ^, 40;^ canvas, @ 20^; 1 trunk, $5.50; 1 pr. gum boots^ 
$4.50. Bo't of Field & Co., by check on Bank of San Jose, 
10 pieces fancy cassimeres, 220 jif^, ® 80^. Cash sales to-day, 
$40. 5. Sold Fred Cauch, on ^, 1 doz. handkerchiefs, $2.25. 
John Ames has worked for us 5 days repairing fence, ® $2.50 
per day; we let him have 8 prs. socks, @ 50^, balance on ^. 
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Cash sales, $24.60. 6. Paid cash for newspapers, $4. The 
proprietor has taken 16 If Lancaster gingham, cost 10^ per ^^j 
1 pr. gaiters, $3.50. Sold Lena Dranga, on «fc, 10 '^ crash, @ 
20{^; 1 table-cover, $3.25; 1 clothes-line, $1.25. Gash sales, $38.50. 

8. Put $50 in Bank of San Jose. Gkive Field & Co. an order 
on Kate Montgomery for $50. Bo't of Fred Cauch, on ^, 80 
H* Lima beans, @ 4^^; 1 doz. quail, $1.50. Cash sales, $30. 

9. Sold John Ames, on <}fe, 4 shirts, @ $1.50. Rec'd cash, on ^, 
of Frank Graham, $12. Paid cash for drayage, $2.50. Sold 
Henry Artful, on o^, 30 If English broadcloth, @ $2.25. Cash 
sales, $38.25. 10. Cash sales, $108.50. 11. Put $80 in Bank 
of San Jose. Paid our clerk, Amy Whatmore, $40, by check 
on Bank of San Jose. Cash sales, $88.40. 12. Rec'd Henry 

Artful's note, at 60 days, to balance his acc't, $ Paid cash 

for gas, $2.75. Sold Fred Hazard, on ^, 16 linen collars, ® 
25^5 6 white shirts, @ $2,505 ^ P^- socks, ® 50^. Cash sales, 
$40.30. 13. Put $40 in Bank of San Jose. Bo't of Jennie 
Hale, on ^, 6 doz. silk hkdfs., @ $4.50 j 3 pes. cassimere, 150 If 
® 75^. Cash sales, $18.20. 14. Sold John Ames, on % 25 If 
bleached muslin, ® 12^; 1 pr. slippers, $1.25. Rec'd an order 
from Jennie Hale, requesting us to pay Virginia Calhoun cash 
$20. Cash sales, $16.50. 15. Credit our clerk with two weeks' 
salary, $60. Henry Artful has failed and his note is worthless. 
On examination of our cash we find $10 counterfeit. Took an 
inventory and found Mdse. on hand, $900. 

Set 6 (a). June 1, 1890. Student oommenced business with 
cash, $980; a note of James Preston, for $500; and an account 
against Orra J. Traber of $128. Stud^it owes Cyrus Gaddis, 
on %, $85. 2. Deposited $925 in Garden City Bank. Bo't of 
Holland & Co., a bill of Mdse., $800, gave them a check on 6. C. 
Bank for $500. — Bal. on *%. Received an order from James 
Preston on Cyrus Gaddis for $200, to apply on Preston's note. 
Sold Wm. Pettit a bill of Mdse., $290, and received cash, $190.— 
Bal. on ^. Gave Cyrus Gaddis a check on G. C. Bank for $60. 
3.' Deposited $325 in G. C. Bank. Sold Charles Smartman a bill 
of Mdse., $210, and received a check for $100.— Bal. on % Bo't 
a bill of Mdse. of Clyde Ray, $300, gave him our note for $200, 
and a check on G. C. Bank for Bal. Smartman has failed, and 
weh&Tfb received 20% of am't due us in cash. 4. Took an inven- 
^rjr and found Mdse. on band $700. ($12.00 gain.) 
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Sdt6(b). January 1, 1890. Student commenced business 
with cash, $690; Mdse. $2,000. Student owes Fred Ogden, $200 
on note. Sold Harding Kennedy a bill of Mdse., $170, and 
received an order on Fred Ogden for $100. — Bal. on %. Sold 
Inez Tarr a bill of Mdse., $186, and received a check for $100. 
—Bal. on %. 2. Paid Fred Ogden $100 on note. Bo't of Cha^. 
Kirby a bill of Mdse., $216, and gave him an order on Inez Tarr 
for $75, an order on Harding Kennedy for $70. — Bal. on %. 

3. Sold Fred Ogden on %, a bill of Mdse., $163.50. Sold Henry 
Peters on note, a bill of Mdse., ^270. Paid cash for rent $65. 

4. Took an inventory and found Mdse. on hand, $1,7<K). 
($218.50 gain.) 

Sdt 6 (c). May 1, 1892. Student commenced business with 
cash, $1,260; Mdse., $1,100. Deposited $1,200 in Union Bank. 
Bo't a bill of Mdse. of Webb & Co., $364, and gave a check on 
Union Bank for the amt. 2. Sold Frank Whipple a bill of Mdse. 
$295.50, and received a check on Union Bank for $200. — Bal. on 
%. Sold Eli Harter a bill of Mdse., $340, and received a note 
for $250. — Bal. on %. Credit Henry Jones for &J days' work 
at $3.00 per day. Sold Bert McNeil a bill of Mdse., $200 
on %. Gave Henry Jones an order on Frank Whipple for am't 
due him. Bo't Mdse. of Webb & Co., $300, and gave a check on 
Union Bank for $200. — Bal. on %. 3. Sold our entire stock of 
Mdse. for $1,050 cash. $105 gain. 

Set 6 (d). Sept. 1, 1891. Student commenced business with 
cash, $3,600, and an account against John Tennant of $180. Bo't 
abillof Mdse., $1,760, of Rice & Co., and paid cash, $1,500. — Bal. \ 
on%. Deposited $2,000 in Merchants' Bank. 2. Hired Chas. Bur- 
rell to clerk, at a salary of $80 per month. Sold Addie Beck 
Mdse., $190.25, and received her note for that amount. Sold 
Ralph Burns a bill of Mdse., $210, and received cash, $175. — Bal. 
on %. 3. Bo't a hill of Mdse. of Enid Bell, $300, and gave her 
Addie Beck's note. — Bal. on %. Sold Gteorge May Mdse., $416, 
and received a check on Merchants' Bank for $300. — Bal. on %. 

4. Gave our clerk a check an Merchants' Bank for $2Q« "C^^^l^ist. 
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advertising $30, by check on Merchants' Bank. Received an 
order from John Tennant on Ralph Bums for $100, to apply on 
Tennant's %. 10. Credit our clerk with salary to date, $18. Took 
an inventory and find Mdse. on hand, $1,243.75. Loss, $48. 

Set 6 (e). March 1, 1892. Student commenced business 
with Mdse., $3,400; cash, $360. Sold Jas. Gordon Mdse., $462, 
and received his note for $400. — Bal. on %. Sold George Little 
Mdse., $300, and received cash, $186. — Bal. on %. Paid cash for 
wood, $25. 2. Sold Ida Parry Mdse., $315, and received an order 
on Jas. Gk>rdonfor $160. — Bal. on%. Bo't Mdse. of Lawton & 
Co., $420, and gave an order on Ida Parry for $100. — Bal. on %. 
3. Discounted 6ordon*s note at Bank of San Jose, and received 
$388 iu cash for it. Sold Ida Parry Mdse., $194, on %. Little 
has failed and we lose the am't due us. Sold Jas. Gordon, on %, 
Mdse., $170. 4. Paid Lawton & Co. am't due them in cash. 
Took an inventory and find Mdse. on hand, $2,400. Loss $130. \ 

Set 6 (f )• Aug. 1, 1890. Student commenced business with 
Cash, $6,000, and a note against Henry Owen, $280. 

Aug. 2. Deposited $5,800 in Garden City Bank. Bo't Mdse 
of Swan & Co., $2,800, and gave a Check on G. C. Bank for the 
am't. Sold Chas. Ames, Mdse., $265.50, and rec'd a Check for 
$150. — Bal. on %. Bo't coal for store use, $85, and gave a check 
on G. C. Bank for the am't. Sold Geo. Smaller MdsC; $70, and 
rec'd his check for the am't. 

Aug. 3. Henry Owen paid us Cash on his note, $75. Sold 
Peter Slim, Mdse., $310, and received his note for the am't. Bo't 
Mdse. of Ira Parker, $700, and gave Slim's note in part payment. 
— Bal. on %. Smaller' s check is worthless, and he has disap- 
peared. Sold V. Rattan Mdse., $285, and received his note for 
$100, an order on Henry Owen for $100. — Bal. on %. 

Aug. 4. Sold Chas. Ames, Mdse, $290, and rec'd an order on 
Henry Owen for $200. — Bal. on %. ' Deposited all Cash on hand 
in G. C. Bank. Paid for incidentals by check on G. C. Bank, 
$28.50. Took an inventoiy and find Mdse. on hand, $2,700. and 
coal, $57. Gain, $294. 
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EXERCISES FOR THE STUDENT. 

Set 7. SanJose, Mayl, 1888. James Black commenced 
business this day with the following Assets and Liabilities: 
Cash, $1,750; Mdse,, $2,000; Acct. against Adam Alvarez, 
$200. He owes one Note, dated April 10, 1888, at mos., 
favor Richard Cotter, for $250. 

May 2. Paid for sets of books, $24. Deposited in Com- 
mercial Bank, $1,650. Sold Fred Brunhouse, on ^, 1 sofa, 
$18; 6 parlor chairs, @ $5; 1 table, $22. 

May 3. Paid for freight, $16.25. Bo't of San Jose MTg 
Co., an invoice of furniture amounting to $450; gave our 
note at 90 days for $300.— Bal. on ^. Sold Bonnie Ford, 
1 book-case, $30; 1 rocker, $7.50; received an order on 
Malsie Livingston for $15. — Bal. on ^. 

May 4. Bo't an invoice of Mdse. of the San Jose MT g 
Co., $800, and gave a check on the Commercial Bank for 
the Amt. Sold Walter Gray, 1 what-not, $13.50; 1 doz. 
common chairs, $12; 40 yds. Brussels carpeting, @ $1.50; 
received cash, $40. — Bal. on ^. Paid cash for advertising, 
$12.50. 

May 5. Adam Alvarez paid cash on ^, $50. Paid $100 
on our note, held by R. Cotter, by check on Commercial 
Bank. Fred Brunhouse paid cash for his bill, but we 
allowed a discount of $6, on account of a defect in sofa. 

May 7. Paid cash for gas, $7.50. Received cash for 
petty sales, $10.50. Sold Mamie Lowe, 1 bureau, $30; 1 
bracket, $4.50; 1 lounge, $18; received cash, $20. — Bal. on ^. 

May 8. Adam Alvarez gave his note at 90 days to balance 
his Acct. Sold Walter Sumner, 1 wardrobe, $32; 1 book- 
case, $40; 4 chairs, $12, received cash, $25. — Bal. on ^. 

May 9. Sold Bonnie Ford, on ^, 6 chairs, @ $2.50, 26 
yds. carpeting, @ $1.30. Paid cash for incidentals, $8.75. 
Received cash for petty sales, $21.10. 

May 10. BoH of T. S. Hays, 1 light wagon, $125, gave 
him an order on Walter Gray for $45. — Bal. on ^. Depos- 
ited in Commercial Bank all cash in store. 

May 11. Sold Walter Gray, on ^, 1 music stool, $8.50. 
Sold T. S. Hays, on ^, 1 doz. dining chairs, @ $1.50 each. 
Received for petty sales, $18.90. Mdse. in store at this 
date, $2400. 
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May 12. James Black has this date associated with 
him in business H. 0. Clark. Mr. Clark deposits in Com- 
mercial Bank, an amount equal to Mr. Black's net capital 
on May 12, and is to share equally in gains and losses after 
that date. (Student will close all accounts, May 12, and 
bring down balances, — making out a Balance Sheet for 
Mr. Clark's inspection.) 

May 14. Received cash for petty sales, $22.30. Sold 
Emma Tupper, on ^, 1 bureau, $34. Sold Adam Alvarez, 
1 portable secretary, $35; 1 washstand, $8.50; 1 study 
lounge, $20; received cash, $20. — Bal. ori ^. 

May 15. Paid $45 for rent, by check on Commercial 
Bank, received cash for petty sales, $19.25. Sold T. S. 
Hays, on ^, 1 rosewood tete-a-tete, $40. 

May 16. Bo't an invoice of Mdse. of Rose & Co., Amt., 
$125, and gave a check on Commercial Bank for $100, and 
an order on Emma Tupper for $25. 

May 17. Received cash for petty sales, $22.10. Paid 
cash for incidentals, $3.25. Sold Bonnie Ford, on ^, 1 
mantel clock, $15. Sold Walter Gray, 1 center table, 
$14.50; 1 lot black walnut lumber, $50; and received an 
order on F. Arbogast for $25. — Bal. on ^. 

May 18. Received cash on ^ of Bonnie Ford, $10. 
Sold Richard Cotter, on ^, 1 lot of maple lumber, $75. 
Received cash for petty sales, $21.25. 

May 19. Sold T. M. Hawkins, on note at 6 mos., a bill of 
Mdse., $100. Sold Mamie Lowe, on ^, a bill of Mdse., 
$45. 

May 21. Paid cash for advertising, $15. Sold Walter 
Gray, on ^, 6 parlor chairs @ $5.50. Sold Walter Sumner, 
on ^, 1 hair mattress, $15. 

May 22. Sold George Aimless, on ^, a bill of Mdse., 
$110. Found a counterfeit five-dollar bill in cash drawer. 
Received Cash for petty sales, $36.50. 

May 23. Sold Richard Cotter, 1 cottage bedstead, $18; 
1 set enameled furniture, $80; received cash, $25. — Bal. 
on ^. Loaned Henry Miller, cash, $50. 

May 24. Sold George Tebbe, on <Jfe, a bill of Mdse., $74. 
Gteo. Aimless has failed and we have received 30 X of Amt. 
due us by order on Geo. Tebbe. 
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May 25. Sold Henrj Miller, on ^, 220 ft. black walnut 
lumber, ® $150 per M. Be«eiyed cash for petty sales, 
$18.70. Paid cash for incidentals, $6.20. 

May 26. Sold Walter Gray, on ^, a bill of Mdse., $48.20. 
Sold Greo. Tebbe, 1 set maple furniture, $120, received 
an order on Amelia Meyer, for $75. — Bal. on ^. 

May 27. Sold Adam Alvarez, on ^, a bill of Mdse., $50. 
Paid cash for newspapers, $6. Received cash on ^ of 
Henry Miller, $20. 

May 28. Discounted our note, dated May 3, favor S. J. 
MTg Co., and paid $290 by check on Commercial Bank. 
Sold Richard Cotter, on ^, 40 yds. English carpeting, @ 
$1.60. 

May 29. Mamie Lowe returned a defective elock and we 
credit her for value, $12. Sold Walter Sumner, on ^, 1 
black walnut bedstead, $30. Paid cash for incidentals, $10. 

May 30. Took an Inventory and find Mdse. in store, 
$1,370. 

EXAMPLES FOR STATEMENTS. 

Example 1. A and B are equal partners, each investing 
$5,500. At the end of the year they wish to take into co- 
partnership, upon condition that he invest equally with 
them. The following is a statement of their business 
previous to uniting with C: Ledger Accts., — Greorgia 
Thatcher, Dr., $800, Cr., $650; George Albee, Dr., $3,000, 
Cr., $1,200; Carter Elliott, Dr., $1,890, Cr., $780; Rose 
Clark, Dr., $580, Cr., $720; John Hughes, Dr., $4,000, Cr., 
$2,100; Celia Daniels, Dr., $1,500, Cr., $1,100; L. B. Keel, 
Dr., $870, Cr., $420; Merchandise unsold, $3,200; Notes on 
hand, $3,000; Notes outstanding, $1,200; Cash on hand, 
$1,650. Required, a statement showing gain or loss, and 
net capital of each partner at closing. 

Example 2. C and D enter into co-partnership, C to 
furnish $6,000, and D to furnish $4,000; gains and losses 
to be shared proportionately. At the end of the year they 
have cash, $2,980; Personal Accts., $1,600; Merchandise, 
$8,700; Notes, $1,875; they owe, on notes, $2,000; on per- 
sonal Accts., $2,800. Required, gain or loss in business; 
each partner's capital at closing. 
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Example 3. A, B and C are partners. A puts into the 
concern, $7000; B, $5,000, and 0, $4,000. At the close of 
the year their books exhibit the following results: Nellie 
Day, Dr., $1,650, Or., $400; G. M. De Lameter, Dr., $1,120, 
Cr., $850; George Boke, Dr., $1,640, Cr., $1,810; Frank 
Lane, Dr., $750. Gash received, $42,820.25; Cash paid out, 
$39,870; Merchandise on hand, $2,650; Notes received, 
$15,000; Notes disposed of, $13,500. A has drawn out, 
$1,000; B, $800; 0, $500. They have issued notes to the 
amount of $3,500, and redeemed notes to the Amt. of $2,800. 
Required, a statement exhibiting all these facts, also gains 
or losses, and each partner's net capital at closing. 

Set 8. Petaluma, Jan. 1, 1888. Qeo. A. Tebbe com- 
menced business as a farmer, with the following Besources 
and Liabilities: 

160 acres of land, valued at $10,0C0; Buildings and fix- 
tures, $3,600; Implements, $300; Livestock, $500; Hay 
and grain on hand, $250; Cash, $800; An Acct. against 
Willis Parker for $100. Mr. Tebbe owes W. W. Cooper, 
on ^, $40» and 0. H. Grubbs, on note at 6 mos. $150. 

Jan. 2. Engaged Henry Tucker for the year, at $25 per 
numth, and paid him cash down $20. Subscribed for 
^^Bnral Press", paying cash, $2.50. 

Jan. 30, I am trading with W. M. Greenwell & Co. 
They are to render a bill on the last day of each month. 
Bec'd bill to-day for $75.25; I pay them cash, $25. — Bal. 
on ^. Rec'd cash for eggs, $4.25. 

Feb. 28. Willis Parker paid cash on ^, $25. Commenc- 
ed an Acct. with Chas. Kott, blacksmith; his bill for month 
is $15.50; I let him have 6 doz. eggs @ 40c., and cash, $5. 
Greenwell & Co's bill for month is $65.20. My man and 
team worked for Greenwell & Co. 5 days ® $3.50 per day. 

March 31. Sold Jennie Mangnun, on %, 10 lbs. butter @ 
80c.; 6 doz. eggs, @ 25c. Greenwell & Co's bill is $81.10. Nott's 
bill is $16.50. I paid Greenwell & Co. cash, $20; and Nott, cash, 
$10. Deposited $340 in Commercial Bank. 
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April 30, Paid Henry Tucker $50, by check on Commercial 
Bank. Sold Blanche Tarr, on %, 5 chickens @ 50c.; 6 lbs. buttei 
@ 30c.; 2 boxes apples, @ $1.25. Bill of Greenwell & Co., $35.20. 

May 31. Gave W. W. Cooper an order on Willis Parker for 
$40. Paid cash for incidentals, $12.60. Bill of Oreenwell & Co. 
$42.10. Bill of Nott, $8.50. My team has worked for Greenwell 
& Co. 4 days @ $3.50. Paid cash, S. J. Mercury, $4. 

June 30. Sold A. B. McKean, 8 C. of wheat @ $1.75; 10 lbs. 
butter at 40c.; received cash, $10. — Bal. on %, Bill of Greenwell 
& Co. $54. Bill of Nott, $12.25. 

July 31. Received cash for butter and eggs, $13.25. Sold 
Mattie Powell, on %, 250 lbs. peaches @ l^c; 40 lbs. dried cher- 
ries @ 12c. Greenwell & Co's bill, $70. Nott's bill, $17.50. Paid 
for incidentals, $14.25. Paid interest on note held by O, H. 
Grubb, $7.50. 

Aug. 31. Paid Henry Tucker, $50 by check on Commercial 
Bank. Received cash for eggs, butter and vegetables, $38.50. 
Paid cash for incidentals, $13.75. Bill of Greenwell & Co., $60. 
Nott's bill, $30.50. Sold Nott, on %, 4 pigs @ $2.50. 

Sept. 30. Bill of Greenwell & Co., $84. Nott's bill, $20. Re- 
ceived cash for butter and eggs, $12.75. Sold James Petray, 8 tons 
of hay @ $12; and received cash, $40. — Bal. on %. Paid cash 
for incidentals, $13.10. 

Oct. 31. Paid Greenwell & Co., $50 by check on Commercial 
Bank. Paid for incidentals, $14.75. Greenwell & Co's bill, $68.40. 
Nott's bill, $18.20. Received cash for butter and eggs, $19,50. 

Dec. 31. Bill of Greenwell & Co., $28.30. Nott's bill, $8.20j 
Settled with Henry Tucker and paid him balance due him in 
cash. Took an Inventory and find value of property on hand, as 
follows: Farm, $10,200; Buildings and Fixtures, $3,400; Imple- 
ments, $250; Live-stock, $600; Hay, Grain and Fruit, $1,750. 
Interest on land, etc., for the year, $800. Make out a Statement 
showing Resources and Liabilities, and Gain or Loss. 
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Set 9. Kocklin, Jan. 1, 1888. W. B. Bankhead opened 
a blacksmith shop to-day. Cash on hand $225. Shop and 
tools valued @ $700. 

Jan. 2. Paid cash for iron, $67.50. Edward Spinks haul- 
ed the iron and charged us $3 on ^. Shod two horses for 
Edward Spinks and charged him $4 on ^. 

Jan. 3. Mended buggy for Amy Davis and charged $7.50 
on ^. Sharpened iron bar for L. F. Puter and charged 
him $1.10, on ^. Paid cash fop beef, 75c. 

Jan. 4. Edward Spinks worked 2 days repairing shop 
and charged $7 on ^. Bought of F. E. Whitehurst, on ^, 
1 sack flour $1.50; 10 lbs. sugar, $1; 2 gals, syrup, 90c.; 
100 lbs. potatoes, $1.25. Mended plow for J. A. Cilker and 
charged $1.75 on ^. 

Jan. 5. Paid cash for vegetables, 80c. Shod two horses for 
H. A. Baggett and charged $3 on ^. Paid cash for coal, 
$8.50. Bo't of Malsie Livingston, on ^,1 buggy, $35. Mended 
wagon for F, E. Whitehurst, and charged $2.75 on ^. 

Jan. 6. Receivedcashforwork this week, $11.50. Mend- 
ed harrow for Edward Spinks and charged $1.50 on ^. 

Jan. 7. Paid Malsie Livingston, on ^, $10. Made 1 
set of hinges for H. A. Baggett and charged $1.00 on ^. 
Shod 1 horse for J. A. Cilker and charged $1.75 on ^. 

Jan. 9. Shod 2 horses for L. F. Puter, $3.50 and made 6 
staples 75c., charged on ^. Paid cash for beef, $1.25. 

Jan. 10. Bo't of Edward Spinks, on ^, 150 lbs. old iron, 
@ 2c. Paid cash for insurance, $4.25. Mended harrow 
and plow for E. M. Griswold, $4.75; charged on ^. Bo't of 
F. E. Whithurst,on^; 50 lbs. salt, $1.25; 100 lbs. flour, 
$2.25; 6 gals, coal oil, $1.25. 

Jan. 13. Bo'tof G. M. Steele, 4 cords of wood @ $6.50, 
gave him an order on L. F. Puter, for $5. — Bal. on ^. 
Repaired wagon for J. R. Mangrum and charged $8 on ^. 

Jan. 16. Repaired garden tools for Amy Davis, $2.20 
charged on ^. Paid cash for old iron, $1.75. 

Jan. 17. Sold our shop and tools to F. M. May, for $750, 
received cash, $350 and note at 60 days for balance. Make 
out a Statement showing Gain or Loss, and Net Capital at 
closing. 
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INDIVIDUAL ACCOUNTS. 

1. Account with a wheat field: 

Jan. 1, '94. A field of 60 acres. Land worth $50 per acre. 

Jan. 28. Flowed the field at a cost of 91.75 per acre. 

Feb. 5. Sowed 3 tons wheat, worth $1.15 per centaL Cost of 

sowing, $10. 

Feb. 20. Expense of harrowing at a cost of 80/ an acre. 

March 10. Boiled the wheat at a cost of $15. 

July 80. Cut the wheat at a cost of 60/ per acre. 

Aug. 10. Expense of stacking wheat, $25. 

Aug. 29. Threshed the wheat, 1,085 centals, at 10/ per C. 

Sept. 5. Sold the wheat for 85/ per C. Cost of delivering the 
wheat to buyer, $45. 

Oct. 1. Sold the straw for $25. 

Jan. 1, '95. Value of pasture to date, $40. 

If we consider interest on value of land at 8%, what has been 
the profit on the wheat field? Ans. Gain, $315.75. 

2. Account with a potato field, 20 acres, the land being worth 

$60 per acre: 

Jan. 1, '98. Plowed and cultivated the land at a cost of $2.25 
per acre. 

April 1. Prepared the land for planting at a cost of 75/ per acre. 

April 28. Planted 185 centals, worth $1.25 per C. Cost of 
planting, $20. 

June 1. Plowed and hoed the potatoes at a cost of $1.90 per acre. 

July 28. Dug and sacked the potatoes, 215 centals, at a cost of 
25/ per C. 

Aug. 10. Sold 95 C. for cash, at 80/ per C. 

Sept. 1. Sold balance at 75/ per C. Cost of delivering potatoes, 
$20. 

Dec. 30. Considering interest on value of land at 8%, what was 
the profit on the field of potatoes? Aus. Loss, $290.50. 

8. An account with a hired man: 

Jan. 1, '94. Student employed Charles Harris to work on ranch 
at $25 per month. 

Feb. 1. Paid him cash, $10. 
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INDIVIDUAL ACCOUNTS. 

March 1. He has lost ^ of a month on account of sickness. 
May 1. Paid him cash, $15, and sold him a coat for |8. 
July 1. Paid him cash, $20. 
Aug. 20. Paid him cash, $15.50. 
Sept. 30. He lost i of this month. 

Kov. 1. Paid him cash, $15, and sold him a harness for $10, 
Nov. 25. Charged Harris $2.50 for personal use of team. 
Dec. 30. Settled with Harris. 

Make out a bill for Harris, showing amt. due him Jan. 1, '95. 

Ans. $189.42. 

4. An account with a com field of ten acres: 

Jan. 1, '95. Rented 10 acres of land from a neighbor at $6.50 
per acre; paid cash. 

March 25. Flowed and cultivated the land at a cost of $2.50 
per acre. 

April 10. Furrowed for planting, at a cost of 75/ per acre. 

April 20. Planted corn, at a cost of $1 per acre. Cost of seed 
corn, $3.20. 

May 15. First hoeing, 10 days, at $1.25 per day. 

June 30. Second hoeing, 12 days, at $1.35 per day. 

Sept. 15. Cutting per contract, $20. 

Oct. 1. Husking and shelling, 510 centals, at 10/ per C. 

Oct. 20. Sold 300 centals, at 70/ per C. 

Oct. 30. Sold stalks for $15. 

Nov. 10. Sold balance at 72/ per 0. 

Dec. 1. Cost of delivering corn in sacks, $30. What was the 
net gain ? Ans. Gain, $135.80. 

6. Student's account with a grocer: 

July 1, '94. Bo't of Carlton & Co. 100 lbs sugar, ® 6i/; 6 lbs 
coffee, @ 22/; 5 lbs tea, @ 60/. 

July 15. Sold them 20 doz. eggs, ® 15/, on %. 

Aug. 1. Bo't of Carlton & Co. 6 sks. potatoes, ® $1.10; 1 
cheese, 20 lbs, ® 12^/; 2 sks. wheat, @ $1.35. 

Aug. 10. Paid the Ca cash $10, and sold them 20 doz. eggs, 
® 18/, on % 

Sept. 1. Bo't of Carlton & Co. 100 lbs sugar, ® 6^/; 5 sks. 
potatoes, ® $1.15; 50 lbs bacon, @ 16/; 10 lbs coffee, ® 20/; 6 
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Oct. 1. Paid them cash, $12. 

Nov. 1. Bo't of Carlton & Co. 2 bbls. of flour, @ $5.25; 25 lbs 
bacon, ® 16^/; 6 gal. vinegar, ® 30/; 10 lbs honey, ® 15/. 

Nov. 10. Sold them 10 cords wood, @ $6.50, on %. 

Dec. 16. Bo't of Carlton <fe Co. a cultivator, $35, and a har- 
row, $15. 

Dec. 30. Carlton & Go. have sent us a bill of debits and cred- 
its. Make a copy. Ans. Owe Carlton $21.65. 

6. Student's account with a dry goods merchant:. 

Aug. 1, '92. Bo't of C. H. Smith, 28 yds. sheeting, @ 9i/; 80 
yds. gingham, @ 25/; 1&} yds. stair carpet, ® 60/. 

Aug. 25. Paid him cash, $10. 

Sept. 10. Bo't of Smith one De Laine shawl, $15; 40 yds. car- 
pet, @ $1.20. 

Oct. 1. Gave him an order on Chas. Adams for $25. 

Nov. 6. Bo't of Smith 25 yds. bleached muslin, @ 12^/; 80 
yds. calico, ® 9/; 27 yds. muslin, ® 16/; paid him cash, $10. 

Nov. 20. Worked for him 8^ days with team hauling freight, 
charged $4 per day. 

Dec. 1. Bo't of Smith 20 yds. cambric, ® 12^/; 56 yds. calicoi 
® 11/; 15 yds. alpaca, @ 40/. 

Dec. 10. Paid an order on student from Smith, in favor of 
Geo. Jones, for $15. 

Dec. 80. Smith has rendered an itemized bilL Make a copy 
and write out the orders. Owe Smith $30.67. 

7. A farmer's account for three months: 

Jan. 1, '95. He has on hand cash, $500; 400 centals wheat, 
worth $500; 8 horses, valued at $400; 2 cows, $65. Henry Wil- 
son owes him $200. He owes Chas. Bond $850. 

Feb. 1. Paid Chas. Bond, on % $200. 

Feb. 10. Sold 240 centals wheat, ® $1.25. 

March 5. Paid taxes, $50. 

March 15. Henry Wilson paid him $100 by an order on Chaa. 
Bond. 

March 20. Paid for labor, $7a 
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March 26. Paid for fuel, $21. 

March 26. Sold one cow for $40. 

March 80. Inventory: Horses, valued at $425; cow, $85; 160 
centals wheat, valued at $1 per 0. What is his present worthi 
and his gain or loss? Pres. worth, $1,169. Loss, $146. 

8. An account of the treasurer of a free reading-room: 
May 1, '94. Gash on hand, $480.50. 

June 30. Received from collector, $216.50. Paid the superin« 
tendent, $50; janitor, $25; fuel and gas, $12.65; rent, $60. 

July 80. Received from the collector, $185.50. Paid superin« 
tendent, $50; janitor, $25; fuel and gas, $18.50. 

Aug. 80. Rec'd from collector, $164.50. Paid superintendenti 
$50; janitor, $25; fuel and gas, $10.60. 

Sept. 80, Rec'd from proceeds of lecture, $46.60. Paid jani- 
tor, $25; gas, $11.50. 

Write the account and report to society. Ans. $684.35. 

9. An account of an executor of an estate, Wm. Weston, deceased: 
Aug. 1, '94. Inventory of the estate made by the appraisers: 

Furniture, $250; cash in Garden City Bank, $850; Chas. Ban- 
croft's note, dated July 1, '94, $300. 

Aug. 15. Drew from bank, $25, and paid surrogate for proving 
will, $15; Robt. Smith and Peter Owens for appraising, each $5. 

Jan. 1, '95. Rec'd interest on Chas. Bancroft's note, $10.50; 
from Mrs. Manly, rent of room, $80. Paid Qeo. Silva, undertaker, 
$65; taxes, $26.50; Dr. H. Noble, $85; advertising for claims, $6; 
M. B. Bacon, legal services, $25. 

July 1, '95. Rec'd interest on Bancroft's note, $10.60; from 
Mrs. Wilson for rent of room, $45. Paid widow of deceased, $150. 

Jan. 1, '96. Rec'd interest on Bancroft's note, $10.50; rent from 
Mrs. Wilson, $40. Paid taxes, $27; Mrs. Weston, $76; retained 
$65 for services. Made an accounting to the court for Mrs. Wes* 
ton. Make the statement Bal. $857. 

10. Examples of an account of sales (see p. 42); 

Clayton, Nov. 1, '92. Rec'd from Ames & Co., Newburg, 100 

bbls. Qenesee flour, as per invoice, @ $5.50, to be sold on their % 

and risk. Paid freight bill, $40; insurance, $5. 
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Nov. 20. Sold H. Hanson, for cash, 50 bbls., ® $6.26; Wnu 
Young, 50 bbls., @ 16.40, on two months' credit. Onr commis- 
sion, ® 2\foj on sales, $ . . . • Made out and sent to Ames & Go, 
an %. Remit to Ames & Co. by draft on N. Y. 

11. Stockton, May 1, '90. Bec'd from Chas. Ironton, Fresno, to 
be sold on commission, 175 boxes raisins. Paid freight, $6.75. 

June 10. Sold 60 boxes raisins, ® $1.20, to Farmers' Unioni 
for cash. 

July 2. Sold 100 boxes to Russell & Co., @ $1.80, for cash. 
Returned balance, 15 boxes, to shippers. Retained our commis- 
sion 2X2^^0 J and sent them a draft for | of receipts. 

Aug. 1. Rec'd from Ironton, 85 boxes cheese, 2,460 lbs, to be 
sold on commission. 

Aug. 20. Sold Geo. Adams, 800 lbs, @ 12^/, for cash. 

Sept. 1. Sold Luther Olden, 790 lbs, @ 15/, for cash. 

Sept. 10. Sold James Bynon the balance, at 15^/, and took his 
note at 90 days. 

Sept. 30. Discounted Bynon's note at 1\% for cash. Retained 
our commission, @ 2}%, on sales, and remitted by draft balance 
due Ironton on both shipments. 

12. Balance sheet problems (see p. 21): 

Jan. 1, '90. Began business with Mdse., $2,960; cash, $1,100; 
Henry Peter's note for $300; Chas. Simons owes me $250, on %. 
I owe Geo. Sellers, on %, $160. 

July 1, '90. I now have Mdse., $1,720; cash, $500; a note 
against Lucy Savage for $490; John Medaus owes me, on %, $90; 
Volney Joslin owes me, on %, $75; Amos Adams owes me, on %, 
$425. Make a balance sheet. 

13. Sept. 1, '87. Began business with cash, $2,140; notes, $720; 

Mdse., $1,140; R. Varney owes me. on %, $315. I owe, on note. 
$200. 

Jan. 1, '91. Closed business with the following resources and 

liabilities: Mdse. on hand, $1,325; cash, $3,000; note, $175; Isaao 

Marston owes me, on %, $165; Robt. Wilson owes me, on %, 

$210.50; Samuel Prevo owes me, on %, $72.40; R. Varney owes 

me, on %, $72.10; horses and wagon, worth $410. Make a bali* 

ance sheet. 680 



MODEL SET HI. 

in the following set, we have presented a method of keeping 
"accounts, which is used by several large provision merchants 
in this State. The Day Book, in this set, is a combination of 
Day Book, Order Book, and Sales Book; some small invoices, 
also, are entered in it. As in the Day Book models of the 
preceding sets, To and By have been omitted in the entries, 
because the terms Dr. and Or., written directly after the party's 
name, are sufficiently explicit. 

The Ledger of this set, as shown on pp. 72 and 73, has wider 
pages, which permit us to carry the different items of each Day 
Book entry on account, in full to the Ledger, where the total 
cost of each item is placed, in smaller figures, above each of the 
different items. 

This method of entering the items in fuU on the face of the 
Ledger, has the advantage that an itemized bill may be made 
out without referring to the Day Book. 

An Invoice Book, a Memorandum Book, and a Bill Book are 
also kept. Paste the invoices in the Invoice Book, and post 
those charged to acc% directly to the Ledger. 

San Jose, Jan. 1, 1884. Henry Norton and Carl Allen com- 
mence business with the following resources and liabilities; 
gains and losses to be divided equally: 

Carl Allen invests, cash^ $800; merchandise, $800; personal 
accounts, as follows: Mamie Murray, $150; Wm. Bacon, $250. 
G. W. Congdon holds Carl Allen's note for $100, dated Dec. 
1, '83, at 90 ds. 

Henry Norton invests, cash, $1000; merchandise, $700; note 
against Blanche B[rahl for $300, dated, Nov. 1, '83, at 60 ds. 
Henry Norton owes Mattie Trimble $100, on acc't. 

Jan. 2. Sold Wm. Bacon, on % 50 # rice, ® 8^; b Jff' ker- 
osene, @ 45^; 4:ff tea, @ 60f Bo't of W. S. Bailey, for 
cash, 500 # Lima beans, @ 5^; 400 ^^ salt, @ 2^; 400 ;f^ sugar, 
@ 10^. Paid cash for stationery, $2.25. Sold Mamie Murray, 
50;!f^ pickles, ® 8^; 80;!f^ sugar, ® 13^; rec'd 10 # eggs, @ 
30^ — ^balance on acc't. Cash sales, $35. 3. Sold Mattie Trimble, 
on % 10 # vinegar, ® 30^; 8 ^^ coffee, @ 20^; 5 Jlff tea, @ 
50^. Bo't of W. S. BaQey, on ^, 100 bbls. flour, @ $5; ZOO iff 
bacon, @ 15 j^; 120 ff coffee* @ 15 j^. Paid cash for insurance, 
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MODEL SET in., 

$13.25. Eetfd cash, on ^ of Wm. Bacon, $100. Sold Mattie 
Trimble, on ^, 2 boxes soap, @ $1.25; 1 sk. flonr, $1.50 3 1 
box crackers, $2.10, Rec'd from Mamie Murray, an order on 
Cora Lee for $50 cash. Cash sales, $25.80. 4. Sold Wm. Bacon, 
on % 2 sks. flonr, @ $1.50; 4# tea, @ 75^; 20i!K rice, ® 7f 
Discounted our note held by G. W, Congdon, paying her cash, 
$95. Bec'd from Blanche Erahl, cash, $100, to be credited on 
her note. Cash sales, $38.50. 5. Sold C. N. Mills, for cash, 
lOjif^ starch, @ 12J^; 6 chickens, ® 50^; 120 ;K potatoes, ® 
2^; 5 y syrup, @ 60^. Eec'd from Wm. Bacon, his note at 
30 ds., to balance acc't. Sold Mamie Murray 50 bbls. flour, @ 
$6; rec'd her note at 60 ds., for $200 — ^balance on acc't. Bo't 
of Mattie Trimble, on ^, 1,500 # dried prunes, @ lOf Cash 
sales, $40.80. 6. Debit Carl Allen with Mdse. to date, $58.50. 
Debit Henry Norton with Mdse. to date, $75. Took an inven« 
tory and find Mdse. on hand, $2100. 
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DAY BOOK. 

SAir JOSB, Jaauary 1, 1884. 

Caul Allbh, 

For InveBtment as follow*: 

C«8h 

Mamie Mniray's accoant 

Wm. Bscod'b account 

Dr. 
Note, per B. B. 

Eenbv Norton, 

For Isveatment as follows: 

Cash 

Udu 

Note, per B. B 

Dr. 
M<ittie Trimble, on <>{; 

Mahir Mitbsat, 

Balance, favor C Allen. 

Wm. BiCON, 

Balance, favor C Allen 

UaTTIE TBlMBIi, 

Salance, due from H. Norton. 

2. 

Wm, Bacon, 

60# Eics, @ 8^ 

S jjl Kerosene, 45< 

4#T8a, 00^ 

Mamie Mprbay, 

GD^ Pickles, @ 8^ 

80# Sugar, 13^ 

Or. 
10 # Eggs, @30i(..... 



DAY BOOK. 

SAy JOSE, Jamuary S, 18S4. 

Mattib TamBLB, 

10 ^ Vinegar, ® 30^ ... . 

S^ Coffee, 20)i..-, 

5 ^ Tea, 50)! ... , 

Wm. Bicos, 

Cftah 

Mattie Teimble, 

2 boxea Soap, @ tl.25 . 

1 ak. Flour, 1.50. 

1 Imix Crack era, 2.10. 

Order on Cora Lee 

4. 

Wm. Bacok, 

2 Bks. Flour, @ $1,S0 . 

4 Ijl Tea, 75^ 
20 # Eioe. 7)* 

5. 

C. N. Miixg, 

10 #■ Staroh, @ 12i(( . 

B Chiokena, 50^ . . 

120 ;ff Potatoes, 2^ . . 

5 ;jC Symp, 60ii . . 

Wm. Baoon, 

Note, to balance account 

Mamie Mukbay, 

50 bbla. Flonr, @ $6 . . . . 

Cr. 
Not« at GO d< 

6. 

Cakl Allen, 

iidae, to date 

Hkrkt Norto!!', 

UdM. to data 
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INVOICE BOOK. (Biiu iKuud i,.) 





Allien k NoBlON, 


San Feascisco, Jan. 2, 1884. 
.SouffJW <if W. S. Bailkt. 


7; 

66S 
150 




i 


500 HC Lima B«uu, 
400 jjC Salt, 
400 jjl Sngat, 

AixBK & Norton, 


@ e^ $25. 

a** 8. 

10^ 40. 

$73. 
Beo'd PaymMt,— Cash. 

W. S. Bailey. 




73 


San Francisco, Jannary 3, 1884, 
Boi^M of W. S. Bailbt. 






100 bbla. Flour, 
300 #■ Bacon, 
120 / Coffeo, 

Allen & Nobtob, 


@$5 $500. 

15^ 45. 

le^ 18. 

$563. 
Ch'd to aoc^ 




73 


San Jo3B, Jan. 5, 1884. 
BouffJU of Mattie Tbimble. 






1,500 # Dried Pnmai, 


@10(! $150. 

Ch'd to «o't. 





] CASH BOOK. 

1 Amt. oa band 

\ PaidW. S. BftUey, Mdae 

3 PaJd for Statioueiy 

i Rec'd [or Sales 

3 Paid for InBUranca 

3 Rec'd of Wm. Bacon, on Ofc 

3 Rec'd of Cora Lee, per order M. Murray 

3 Eec'd for Salea 

) PaidG. N. Congdon, on note 

1 Rec'd of Blanche Krahl, on note 

1 Keo'd for Sales 

5 Rec'd of C. N. MillB, Mdse 

S Heo'd for Sales 1 . . . 

5 Baiance 
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BALANCE SHEET. 



Cash 

InTButocy 

Moteo 

Mamie Murray 

C. AUen (Private Aec't) . . . 
H. Norton (Private Aoo't). 



LlABiums. 

Mattie Trimble 

W. a. Bailey 

C. Allen'a Net InyeBtment . . . 

H. Norton's Net InvestmeDt , 

N'ei Oain 



SPECIAL REAtAEKS ON THE LEDGER. 

Index the Ledger accounts in actnal bnsiness. This is done 
by arranging in alphabetical order the account-titles with the 
Ledger-page of each. This index is tisnally kept in the begin- 
ning of the Ledger, bnt it is often convenient in posting, to 
have it written on card-board and placed before the book- 
keeper. In an extensive business the index may be kept in 
book form, with several pages reserved for each letter of the 
alphabet. The leaves are cut so as to make an offset on which 
the letters of the alphabet are pasted. Then by placing the 
thumb on a letter, the book can be thrown open to find any 
name beginning with that letter. 

Errors in posting may be corrected by drawing a line in 
red ink, or with a pen<nl, through the error and then posting 
the entry to the proper place. Never erase, as the paper is 
injured by the operation, and in case the books are brought 
into Court, it may be dif^cult to explain the erasure. 

X red ink entry in the Ledger, denotes that the amount 
thus written is to be transferred, either to some other account, 
or to another position under the same account. "It also shows 
that the entry is first made in the Ledger, not having passed 
through the usual preliminary books of entry. Eed ink entries 
are always transferred to the opposite side from where they 
are first written, for the reason ^t they egress the excess of 
that side." 



PART II. 



DOUBLE ENTRY. 



DOUBLE ENTRY, 



Double Entry is a system of book-keeping in wblcli every 
transaction is ttoice entered; first on the debtor side of one or 
more accounts, and then on the creditor side of one or more 
other accounts, to which it also belongs. The prineiple which 
underlies double entry book-keeping may be pertinently stated 
thus, — Every debit has its credit— every amount that is charged 
to one account must be placed to the credit of another. 

For example: a man purchases a bill of merchandise from a 
merchant; the merchant enters the amount of the merchandise 
on his books to the debit of the purchaser and to the credit of 
Mdse. account, one entry thus balancing the other. 

Book-keepiDg by single entry embraces only the accounts of 
I)ersons; but in double entry persons and things are alike debited 
and credited, and accounts are kept not only with individualSy 
but also with the different species of property in your posses- 
sion, and with the different branches of your gains and losses. 
Double Entry enables you, — ^by thus keeping an account with 
property — ^to know the condition of any department of your 
busiaess at a glance, and gains or losses may be determined 
by examining only two or three accounts. 

It is a beautiful system — a science in fact, based upon true 
mathematical principles, aU the elements composing it being so 
interwoven that a derangement of one can be traced by the 
effect upon the others; — a perfect, mathematical, and evenly- 
balanced system of checks and counter-checks, every detail be- 
ing adjusted with that nicety and precision whidi produces 
absolute correctness in results. 

There is a genuine beauty in a mathematical problem, for 
when it is worked out the solution is susceptible of proof 
within itself. And so in double entry book-keeping, the cor- 
rectness of the work can be clearly demonstrated, — ^the existence 
of the slightest error being readily detected and the error easily 
traced. 

KoTX.— In Part 11., the period after common abbroyiationt and contractions, in the fUUy 
worked-ont Model Sets, is omitted. This omission of the period is in accordance with the prao- 

tioe of business men. 
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DOUBLE ENTEY BOOKS. 

Accounts in double entry are usually kept in a "set of books* 
known as Day Book, Journal, Ledger, and Cash Book. In an 
extensive business, several additional books are needed, such as 
Livoice Book, Sales Book, BiU Book, Order Book, and others, 
according to the nature of the transactions. 

The Day Book contains a plain history of your business 
transactions, written in the order of their occurrence. It is 
customary to open the Day Book by giving a statement of 
your Assets and Liabilities at the commencement of business, 
making the entry in history formi and complete, in as few words 
as possible. 

The Journal is used for arranging under Ledger titles the 
entries that have been previously made in the Day Book, and 
for affixing to each Ledger title the correct amount of debit 
or credit; this is called journalizing. 

Business men have abandoned the use of the Day Book and 
Journal as separate books. The two are usually combined and 
may be called a Joumat-Day-BooJc. When combined, the Jour- 
nal entry is made first, and the Day Book explanation written 
as briefly as possible either under or at the right of the Jour- 
nal entry. 

It is true that in practice, the use of the Journal is becoming 
obsolete, for it only entails additional labor without compen- 
sating benefits. But when we teach our juniors, we must first 
let them grasp the system of the Italians, — ^using Day Book 
and Journal as separate books — and make them understand its 
theory, before they can use our short cuts and labor-saving 
contrivances. It is customary, in journalizing, to write the 
journal entry as follows: 

Cash Dr, 

To Mdse. 

As the debit account is always above and to the left of 

the credit, the mere position of the names indicates which is 

"Dr.'' and which is "Cr.'' of the accounts; therefore, "Dr." and 

"To" may be omitted, and the entry made in the following 

manner: 

Cash 

Mdse. 
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DOUBLE ENTRY BOOKS. 

The Jonmal should have two extra columns,— one for Mdse. 
Dr., and the other for Mdse. Cr.j by the use of these extra 
columnS; it is unnecessary to post the merchandise oftener than 
once a month, — crediting Mdse. account in the Ledger at the 
end of the month for total sales on account, as shown by the 
Mdse. Gr. column, and debiting it for purchases on account as 
shown by Mdse. Dr. column. 

The Ledger is the most important book of the series. Its 
principal use is to collect under one head all sums belonging 
to the same account. The form and mode of entry in a Double 
Entry Ledger is similar to Single Entry. The principal differ- 
ence in the use of the Ledger in the two systems is this: The 
Single Entry Ledger contains accounts with individuals only, 
while the Double Entry Ledger contains accounts not only 
with persons, but with every species of property in which we 
deal. On the debit side we find Resources and Losses; on the 
credit side, Liabilities and Gains. 

The Cash Book, as in single entry, contaios a record of 
cash transactions; but it may profitably be used as a book of 
original entry, and the posting done directly therefrom to the 
Ledger. In making entries in this book sufficient explanation 
should accompany the entries to make them plain. It is un- 
necessary to keep a cash account in the Ledger; but, instead, 
enter on the Trial Balance, when it is taken, the balance or 
totals of the Gash Book. 

The Sales Book contains a record of Mdse. sales. It is not 
often used in small establishments, as the sales are generally 
recorded in the Joumal-Day-Book. When a Sales Book is 
kept, you may post directly from it to the Ledger, — ^posting 
the debits to the personal accounts therein charged, and carry- 
i ing the total sales forward tiU the end of the month, when 
Mdse. account is credited in one entry for the total sales of 
the month. 

The Invoiee Book contains a record of Mdse. bought. The 
following plan of keeping an Invoice Book is simple and 
economical: Gtet a scrap-book of proper width of page, and 
rule a single doUar-and-cent column at the right side of each 
page. Index the book and paste the bills in alphabetical order, 
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DOUBLE ENTRY BOOKS. 

according to firm names. Garry the amonnt of each bill to 
the money column at the right. Post directly from this book to 
the Ledger, — crediting the proper account in the Ledger with 
the amt. of the bill in the Invoice Book, and carrying forward 
the totals of the money column till the end of the month, when 
Mdse. account may be debited in one entry for the total pur- 
chases of the month. 

The Bill Book contains a record of Notes and Time Drafts 
received and given. The form on page 23, in single entry, 
will answer for double entry. By changing the ruling of this 
book, — adding a column or two at the right — aU accounts with 
notes and time drafts may be kept in the Bill Book. Bills 
Beceivable and Bills Payable accounts may then be omitted 
in the Ledger, but in making a Trial Balance the same course 
must be pursued as with the cash account. 



PRINCIPLES AND RULES. 

ti Double Entry book-keeping, there are three kinds of ac- 
counts aside from an account with the proprietor: accounts 
with persons, accounts with property, and accounts represent- 
ing allowances made by us, or to us, for interest, discount^ 
exchange, premium, storage, commission, expenses, etc., by 
which we sustain losses or realize gains. 

Accounts may be divided into two classes: one of which is 
used to designate the Resources and Liabilities, and the other the 
Losses and Gains. The first may be called Real or Balance ac- 
counts, and the second, Representative or Loss and Gain accounts. 

"When the debit side of an account in the Ledger is the larger, 
the difference between the two sides is always either a Resource 
or a Loss. If this difference be anything of value belonguig to 
us, or any note or personal account awing to us, it is a Re- 
source; if not, it is a Loss. 

When the credit side of an account in the Ledger is th« 
larger, the difference between the t vo sides is always either a 
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PRINCIPLES AND RULES. 

Liability or a Gam. If this difference be any note or personal 
accotint toe owe, it is a Liabilityj if not, it is a Gain. 

OPENING A SET OP BOOKS. 

As in Single Entry, the proprietor mnst be credited, in com- 
mencing business, with his Besonrces, and debited "with his 
Liabilities. In a partnership business each member of the firm 
is credited and debited in a similar manner. 

In the Italian system, you make a plain statement in the 
Day Book, of the condition of the business at commencing, giv- 
ing a list of the Resources and Liabilities. (See Model Set 1.) 

If you use the Joumal-Day-Book, make the Journal entry 
fLrst: List of Resources Dr. To Proprietor, and Proprietor Dr. 
To List of Liabilities 3 and then make the proper Day Book 
explanation. (See Model Set 2.) H there are partners, make a 
similar entry for each one. After making the proper entries in the 
Day Book, cash on hand should be entered in the Cash Book, 
notes in the Bill Book, and merchandise in the Invoice Book. 

CLOSmG A SET OP BOOKS. 

It is customary in business to dose the books once a year, 
at least. It is usually convenient to close all the accounts at 
this time, but the results of the year's work may be known 
by closing only the Loss and Gain accounts. 

First Step. After all the items have been posted, take a 
Trial Balance of the Ledger accounts, to test the accuracy of 
the posting. Every debit must have its credit Hence, if no 
mistake has been made, the sum of the debits in the Ledger 
will equal the sum of the credits, and the total footing of 
either side will equal the footing of the Journal. A Trial Bal- 
ance is the test of this. In actual business it should be ''taken 
off" at the close of each month. 

A Trial Balance is made by writing the name of each ac- 
count with corresponding aggregate debit and credit amounts. 
Find the sum of the debits and also of the credits. If the 
footings agree the Ledger is probably correct. If they do not 
agree, the error must le found. The first step in the seiurcli 
for the error, is to examine the footings of the Ledger and of 
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PRINCIPLES AND RULES. 

the Trial Balance, to see if an error has been made in adding. 
An error is frequently made by posting an amount to tht» 
%orong side of an account. If this discrepancy is an even number^ 
take half of it, and examine the books from which you posted 
to see if such an amount can be found. Correct the error be- 
fore proceeding further. A shorter Trial Balance may be made 
by omitting all accounts that balance. 

Second Step. Open an account in the Ledger with ''Loss 
and Gain/' and another with "Balance;'' the former to contain 
the balances of the Loss and Gain accounts, and the latter 
the balances of the accounts showing Resources and Liabilities. 

Third Step. Make out an inventory of all property unsold. 
In business, this process is called "taking an account of stock," 
and consists in actually enumerating l^e articles, estimating 
each at its cash value. 

Credit each account for which such property was originally 
debited, with the value of that unsold, making the entry in 
red inJc, using the term "Balance." Debit Balance account also 
with this inventory, making the entry in hlacJc inJc, using the 
term Merchandise, Real Estate, Expense, etc., as the case may be 

Fourth Step. Close the accounts in the order in which the^ 
occur in the Ledger, omitting the proprietor's or partners' ac- 
count until all the other accounts have been closed. 

Close a "Representative" account by entering on the smaller 
side, in red irik, the difference between the two sides, using as 
the closing term, — ^Loss and Gain. Then rule up the account and 
bring down the footings, carrying the Balance entry of the Inven- 
tory, if any, below the rulings on the debit side of the account, — 
"Balance," in Hack ink. Transfer the Loss and Quin amount to 
the opposite side of Loss and Gain account, writing, in Hack hik^ 
the name of the account from which the transfer was made. 

Close an account showing Resources and Liabilities, by en- 
tering on the smaller side, in red ink, the difference between 
the two sides, using the term "Balance." Rule and foot the 
account, and carry the balance below the rulings, in Hack ink, 
placing it on the opposite side from its position above. Trans- 
fer the red ink entry, — "Balance," to the proper side of Balance 
account. 
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PRINCIPLES AND RULES. 

The Loss and Gain account will now show on the debit 
side all the losses, and on the credit side all the gains, — ^the 
difference between the two sides being the net hss, or the nei 
gain. 

The Balance account will now show on the debit side all 
the Resources, and on the credit side all the Liabilities, — ^the 
difference between the two sides being the net capital or the 
net insolvency of the proprietor. 

Fifth Step. Close Loss and Gain account into the Proprie- 
tor's account, or if it be a partnership business, into the 
partners' accounts, dividing the profits or losses according to 
agreement. The difference between the two sides will be 
entered on the smaller side, in red inky — ^the closing term being 
the Proprietor's name or "Stock.'' 

The difference between the two sides of the Proprietor's 
account will now show the same result as Balance account, — 
net capital at closing. 

Sixth Step. Close Balance account into the Proprietor's, or 
the Proprietor's account into Balance, as you please; in either 
case, the account which is closed last should exactly balance. 
(See diagram, page 89; or model, page 96.) 



RCJLES FOR JOURNALIZING. 

''There is no infallible rule for journalizing — ^no single state- 
ment that will apply logically and with equal force to the record 
of all transactions j" but the student will find the following form- 
ulas valuable : 



Debit what we receive 'y or 
what costs us value. 

UST OF DEBITS. 

Cash received. 
Others' notes received. 
Our notes redeemed. 
What others owe us. 
Capital withdrawn. 
Outlay or loss. 



Credit what we give; 
what produces us value. 

lilST OF CREDITS 

Cadi paid. 

Others' notes disposed of. 
Our notes issued. 
What we owe others. 
Capital invested. 
Returns or gains. 



or 
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PRINCIPLES AND RULES. 

TiUS PBOFKEETTOR. 



Debit the Proprietor for his 
liabilities assumed by the busi- 
ness, for all cash, Mdse., etc., 
withdrawn for private use. In 
a firm, debit each partner in a 
similar manner. 



Credit the Proprietor for what 
he invests at commencement of 
business, and for all subsequent 
investments. In a firm, credit 
each partner in a similar man- 
ner. 



The title "Stock** is sometimes used in place of the Pro- 
prietor's name. 



Debit for amt. on hand at 
commencing, for all we buy, 
and for any returned to us. 



Credit for all we sell, and 
for any that we return. At 
closing, credit for amt. on hand« 



Under the title "Mdse.,'' we include aU goods in which the 
proprietor is dealing. If we wish to exhibit results in detail^ 
we may open accounts with flour, clothing, etc., instead of unit- 
ing these various articles under the general head. 



Debit with any outlay for 
carrying on the business. 



Credit for anything disposed 
of, which was previously deb- 
ited to Expense. At dosing, 
credit for amt. on hand. 



Under the title, "Expense,'' we generally include such items 
as rent, salaries, fuel, light, ofBlce books, office furniture, insur- 
ance, repairs, etc. 



BUXS "BMCESYABUL 



Debit for all written prom- 
ises to pay, of other parties, 
when received. 



Credit for the written prom* 
ises to pay, of other parties, 
when paid or otherwise dis- 
posed of. 

Under the title, "Bflls Receivable," we include. Time Notes, 
and Drafts. Drafts are sometimes called Acceptances. Debit 
and credit BOls Receivable, for the face value of notes and drafts 
The difference between the two sides will show Bills Receiv- 
able on hand. 
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PRINCIPLES AND RULES. 



Debit whenever we 'pu.j notes 
and drafts we owe. 



BUXS PATAHLS. 

Credit for our notes when 
issued, and for drafts we ac- 
cept. 

Under the title, "Bills PiQrable," we include notes and ac- 
cepted drafts, due at some future time. The difference between 
the two sides will show the Bills Payable outstanding. 

CASH. 

Debit when received. | Credit when paid out. 

Under the title, "Cash," we include currency, checks, postal 
orders, sight drafts, and, generally, aU kinds of paper payable 
on demand. A cash account should not be kept in the Ledger, 
as the Cash Book gives aU the information needed. It is un- 
necessary labor to keep a bank account in the Ledger. You 
may consider the amount on deposit as so much cash on hand, 
and keep an account with the bank in the check book. 

DTTEBEST ANI> DISGOITNT. 

Debit when allowed to others. | Credit when allowed to us. 

Interest is the compensation allowed for Hie use of money; 
and discount is the allowance made for the payment of a debt 
before it is due. "When we allow or jwy for the use of money, 
we debit Interest for the use of the money which we receive^ 
and credit Cash for the cash we give for the use of that money. 
When we are paid for the use of money which we have loaned, 
we debit Cash for the cash we receive, and credit Interest for 
the use of the money we give. 

"When we need money, we iK)metimes take the notes whioh 
we hold against others to a bank and get them ^discounted.' 
If the notes are not drawing interest, the banker deduote a 
certain amount from the face of the note, and gives us the 
balance in cash. The amount which he deducts is the 'dis- 
count^' or the sum we pay him for the use of the money for 
the unexpired time of the note.'' 

The above rules will apply also to such accountB as Storage, 
Commission, Exchange, etc^ 

as 



PRINCIPLES AND RULES. 

BMAX. BSTATE. 

Debit for cost. | Credit for retnms. 

Under the title, "Real Estate/' we include, farms, lots, houses, 
etc. In practice we usually keep a separate account with each 
kind of real estate, and the general term — Beal Estate — ^is not 
needed. 

PXSfiSONAIi ACCOUNTS. 



Debit, at commencement, for 
what they owe usj and debit 
for everything we let them have 
on account. 



Credit, at commencement, for 
what we owe themj and credit 
them for all we receive on ac- 
count. 



Under this heading we include persons, firms, and corpora- 
tions. If the debit side of a personal account is the larger, the 
difference between the two sides is a Resource. If the credit 
side is the larger, the difference is a Liability. 



I^ST ACCOUNTS AND NOTES. 



Credit for amounts that are 
afterwards paid on accounts 
and notes, which we had deb- 
ited to this account. 



Debit for amounts we lose 
on accounts and notes by per- 
sons failing in business, mak- 
ing assignments, etc. 

Close this account into Loss and Gain. This account is not 
usually opened in the Ledger j but it will pay to keep it for 
the information it furnishes in a condensed form. If not kept, 
the worthless personal accounts should be separately closed into 
Loss and Gain, and the amounts lost on notes and drafts be 
charged to the same account. In closing an account which is 
entirely worthless, credit it in red ink, — "Lost Accounts and 
Notes," for the balance of the account, and carry this balance 
to the debit side of Loss and Gain account, writing the name 
of the account from which it was transferred. 

Posting is carrying accounts to the Ledger. An account is 
opened in the Ledger with every debit and credit item found in the 
Journal. Every debit item in the Journal must be placed on the 
debit side of its account in the Ledger, and every credit in the 
Journal on the credit side of its account in the Ledger. The 
date of the item in the Journal is carried with it to the Ledger, 
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PRINCIPLES AND RULES. 

In posting debit items, write as an explanation in the Ledger 
account; the name of the credit item^ and in posting credit 
.ttems, write as an explanation in the Ledger account, the name 
of the debit item. The page of the Ledger is entered in the 
foumal, and the page of the Journal, in the Ledger. 

Sundries is a technical term frequently used in book-keeping. 
It simply means various accounts^ and is convenient as a 
Journal expression, to avoid the necessity of enumerating the 
items which comprise the totals carried to the Ledger accounts. 
It need not be written in the Journal, but may be understood 
when posting the totals. (See Model, page 93.) 

Loss and Gain account generally receives the balance of 
the following accounts, for they are usually speculative in 
character and show losses or gains: Merchandise, Expense, 
Interest and Discount, Real Estate, Commission, etc. 

Balance account generally receives the balances of the fol- 
lowing accounts, for they usually show resources or liabilities: 
Cash, Bills Payable, Bills Receivable, Personal accounts, etc. 

Change Single Entry to Donble Entry in the following manner : 
First — Take an inventory of Mdse., and all other property on 
hand not at present represented in the Ledger; open an ac- 
count in the Ledger for each kind of property, — ^Merchandise, 
Bills Payable, Bills Receivable, Cash, Expense, Interest and 
Discount, Real Estate, etc. — and debit these accounts for the 
total value of each as represented in the inventory. Also, 
credit the parties from whom we received notes, with the 
amount of such notes, if they were not credited with the notes 
at the time received; and debit the parties to whom we gave 
notes, with the amount of such notes, if they were not debited 
at the time the notes were issued. 

Second. — ^Make out a "statement" in the usual manner — ^placing 
all the Resources on one side and the Liabilities on the other. 
The difference between the two sides of the Statement will be 
the Present Worth, and by comparing it with the Net Capital 
at commencing, the loss or gain will be found. Enter this 
amt. as '^Loss and Gain" in the Ledger, on the proper side of 
the Proprietor's account — ^if it is a Gain, on the credit side, il 
a Loss, on the debit side, 

an 



PRINCIPLES AND RULES, 

Third.— Take a Trial Balance of the Ledger, for after the 
change to Double Entry has been made, your Ledger must 
balance, because all your Resources appear upon Hie debit 
side, and all your liabilitLes and the Present Worth appear 
upon the credit side. 

Partnership Change. In taking a new partner into the busi- 
ness, it is usually best to close the books at the tune the 
change is made, and to make out a Balance Sheet, in order 
that the present condition of the business may be shown in % 
condensed form. When this is done, the Ledger exhibits 
on its face nothing but those accounts which are either Re- 
sources or Liabilities; it also shows the "present net worth" of 
the proprietor, or of each of the old partners. The new partner 
may now be credited with his net investment. 

A Balance Sheet or Statement is usually made out once a 
month; in order that the proprietor may know how his busi- 
ness is progressing. At the close of the month, after the Trial 
Balance has been taken, it is the best time for preparing this 
Statement. The farms in use are various, according to the 
necessities of the occasion and the ingenuity of the accountant. 
The process of showing results is precisely similar in its order, 
and the results the saine as in "closing the Ledger,'' which 
latter operation has already been fully explained. A Fomx, 
showing a combined Trial Balance and Balance Sheet, will be 
found on page 106. 

Correctfaig Enm^ When an entry is posted to the wrong 
side of an account^ draw a red line tiirough the amount of 
such error, and theii post the amount as it should have been 
posted. 

Errors in the Joortial can be, in many cases, corrected by 
canceling one or two figures with a pencil, and writing the 
correct ones abolnb. 

When a Journal etitry has not been posted at the proper 
time, do not maike the date column of your Ledger show dates 
improperly, as, for exaimide, that March comes after April, but 
post the entry undw the date of the last entry, giving the 
proper date, in par^iithesids, to right of explanation column; 
thus: (March 10). 
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PRINCIPLES AND RULES. 
EXAMPLES OP JOUENALIZING. 



BAY BOOK BECOBD. 


1200 
2060 

2000 

530 

1200 

800 

76 

600 

220 
40 

100 


JOUBNAIi ENTBY. 

1. Cash 






1. 0. P. KvUlR cnmniATinAil KnainAon 


i!nnl 


this day. with Gash 


C. P.Evans 


700 
300 
160 
900 

900 
600 
400 
200 

630 

1200 

800 

76 

600 

220 

40 
100 


120O 






Q. C. P. I^vans C'lTnTnATiRAd KnRinARa 


2. Cash 




with Kesources as follows : 

Cash, per C. B. $700 

Notes, per B. B. 300 


Bills Bee 

J. F. Utter 

Mdse 




J. F. Utter owes on <% 150 

Mdse., per I. B 900 


C. P. Evans 


2060 


3. C. P. Evans commenced business 


3. Mdse 




with B^sources and Liabilities as 


Cash 




follows: 

Beaourees. 

Mdse., perl. B |900 

Cash,perC.B 600 

Notes, per B. B 400 

Frank Graham owes on oj^. . 200 

JAdbUUiea, 
Jas. Nnnnelly, due him on ^ 180 
Bills Payable, per B. B 360 


Bills Rec 

Frank Graham 

C. P. Evans 

// 
C. P. Evans 

Jas. Nunnelly . . . 

Bills Pay 


2000 

180 
360 


4. Bo't of TiUcins A 11 An. fnr rjmh 


4. Mdse 




200 bbls. Flour, @ $6 


Cash 


1200 








6. Sold H. Witherspoon, for cash, 
100 bbls. Beef, @ |8 


6. Cash 




Mdse 


800 








6. Bo't of R. £>. Sinnott, on c^, 
600 Jjff Dried Prunes, @ 15^ 


6. Mdse 




R. D. Sinnott .... 


75 


7. Sold Ida Jones, on note at 90 ds.. 


7. Bills Rec 




60 bbls. Flour, @ |6 $300 


Mdse 


600 


10 bbls. Beef, @ 120 200 






8. Bo't of Frank Ganch, on note at 


8. Mdse 




00 ds., 

200 j$r Lima Beans, @6^...| 10 

1,400 j;fr Dried Peaches,© 16^ 210 


Bills Pay 


220 


9. Paid rent for store, in cash ...... 


9t Expense 






(Vh ; , , , , 


40 








10. B«c'd of 6. W. Koch, cash on 


10. Cash 




% 


G. W. Koch 


100 


^.••« ••••••••••■••••••.••... 


AW 
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PRINCIPLES AND EXILES. 



I>AT BOOK SECOKD. 



11. Sold Marine Gage, 

25bbl8.Beef, @|20 

Bec'd in payment, cash. . . .$150 
Balance on acconnt 350 



12. Bo't of Kate Bromley, 

500 ;!fr Eaisins, @ 251^ 

Gave my note for $100 

Balance on <^ 25 



13. Paid my note of the 5th inst., 
favor of Fanny Stockton, in cash 



14. Bo't safe for office, aad paid cash 



15. Paid Arthur Braly, to apply on 

account, cash 

My note at 30 ds 



16. Sold my office safe to W. B. 
Zimmerman, and received his 
note at 60 ds 



17. Bec'dof Martha Bradley, to bal- 
ance account. 

Cash 

Note at 60 ds 



18. Paid my note of 10th inst., favor 
of Mary Yonng, with interest, 
in cash 



Pace of^Note $290 

Interest to date 10 



19. Prepaid my note of 8th inst., 

favor Agnes Spatz 

Discount off, 20 ds $ 6 

Paid balance in cash 274 



20. Mary Harriman prepaid her note 

of 1st inst 

Discount off, 1 mo $ 12 

Rec'd balance in cash 300 



21. Accepted Dora Perry's draft on 
me for 



500 



125 



150 
300 



100 
200 



250 



100 
200 



300 



280 



312 



250 



JOUBNAIi EMTBY. 



11. Cash 

Marine Gage 
Mdse. ., 



12. Mdse 

Bills Pay 

Kate Bromley.... 



13. Bills Pay 
Cash 



14. Expense . 
Cash 



150 
350 



15. Arthur Braly. 
Cash .... 
Bills Pay 



16. BUlsBec.... 
Expense. 



17. Cash 

Bills Rec 

Martha Bradley.. 



18. Bills Pay 
Interest. 
Cash 



19. Bills Pay.... 
Discount. 
Cash .... 



20. Discount 

Cash 

Bills Rec 



21. Dora Perry . . , 
Bills Pay, 



500 



125 



100 
25 



150 



300 



300 



250 



100 
200 



150 
300 

100 
200 

250 



300 



290 
10 



300 



280 



6 

274 



12 
300 



312 



I 
260| 



250 
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PRINCIPLES AND RULES. 



DAT BOOK BIfiCORD. 



22. We hold a note against John 
Doe, and we learn that he died 
on the 5th inst., insolvent. 
Face of Note 



23. Richard Roe has failed in busi- 
ness, and we have lost his acc*t. 

Amt 



24. Sold Carrie Glaypool, 

100 fli Sugar, (^\^ 

Rec*d 10 ff, Eggs, @ 30^ ^ 

Cash for balance 9 



25. Exchanged Notes with John A. 
Price for mutual accommodation. 
Face of each Note 



26. Gave Robert Adcock an order 
on A. M. Falkner, for Mdse . . . . 



27. Rec*d an order, si^ed by W. 
H. Bailey, requesting ns to let 
Frank Porter have Mose 



8S. Bo't a bill of Mdse. of H. W. 
Prouse, and sent him a sight 
draft on Braly & Co. for the amt. 



29. Rec'd from John Bull, a Bill of 
Exchange, at 30 ds. to balance 
his acc'C Amt. of Bill 



30. Paid Clerk's salary by check on 
Bank of Sao Jose 



31. Accepted W. B. Zimmerman's 
draft on us at 10 days' sight, 
favor of F. S. Conn 



32. Prepaid our acceptaaoe in favor 

F. S.Conn 

IMsoountofl; 10 da $3 

Cash for balance 97 



33. Debit the person who draws the 
draft on yon 



200 



100 



12 



200 



25 



30 



300 



500 



80 



100 



100 



JOUBNAI. lilNTBY. 



22. 



Loss and Gain . 
Bills Rec. 



NoTK. — When we have leTenl 
iMul notes and accounts, open an 
account vrith **Iioet Notes and 
Accounts,** and charge that acc*t 
with the 22d and 23d, instead of 
Loss and Gain. 



23. Loss and Ckdn... 
Richard Roe 



24. Mdse. ... 

Cash 

Mdse. 



25. Bills Rec... 
Bills Pay 



26. Robt. Adcock 

A. M. Falkner . 



27. W. H. BaUey 
Mdse.... 



28. Mdse , 

Braly&Co.. 

Sight DraO. 



29. Bills Bm 

John Bull 



30. Expense 

Bank San Jose . 



81. W. B. Zimmerman . . . 
KllsPky 



82. BillsPay.... 
Discount 
Cash.... 



83. Oredit the person on 
whom you draw a draft. 



200 



200 



100 



100 



2 



12 



200 



200 



25 



30 



25 



30 



30( 



300 



60( 



500 



8( 



10( 



IOC 



100 



8 
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DAT BOOK. 

8r 1.] 8ITKA, 3Ii*)i 1. 1884. 

Hekbert Bcshnbll commeaced bngiiiBss by inveating oa follows: 

MerchimdiBe, per I. B 

Cash 

Note, per B. B 

2. 
Eo't of Oliver Webb, 

40 pra. BlfuiketB, @ |6 

100 ^ ShHeting, @ 15* 

Paid cash J 80. 

Balance on afc 175. 

SulJ Lojd Childs, on <^, 

1 Otter Cap 

5 Seal SkinB, ® S5.50 

Sold Jamea Low, on note, at 60 days, 

6 pra. Blankets, ® *10 

1 Beayer Robe 

Cash sales to-day 

3. 
Paid cash for mmiTance 

Rec'd cash of Loyd Childs, on ofc 

Ree'd Cash of Arthur Knoi, part payment of bin note of Ist in 

Sold Loyd Childa, on O^, 

* Bear Skins, @ $18 

Sold Oliver Webb, on (jfc, 

1 case Salmon 

Cash sales to-day 

4. 
Paid Oliver Webb, cash on <% 

Bo't of Whale & Co., on our note at 30 days, 

Invoiee of Mdse 

Inventory.— Mdse,, $1,190. 



JOUBNAL. 

BITKA, May 1, 1814. 



Mdae 

Caah 

BillaEec.. 



Herbert Btuhnell. . 



ExpeuM. , 
Csah 





Childs 
Webb 












Loyd 




















Webb 






4. 






Mdae 





LEDGER. 
SBBBSBT BJTBHITELL. 



2105 51 ^nM 1 SuDdriei.. 

" I st Lou ind G«ui , . 



laiBCHASDISR 



1 

Herbert Bnilinell. 

mitsPay 

Lots and Gain, , . 



1884 
Hay 



i^Loyd Childa... 

IBmaRec 

flCaah 

ilMjd ChUdB... 
J Oliver Webb.. 
UCash 



1884 



Herbert Bustmell . . 

2|Md*6 

LoydChildB 

BniaKec 

Mdao... 



^Mdie 

Expetue 

Oliver Webb. . 



SILLS BSCEIVABLE. 



1884 



OLIVJBB WBBB. 






UEDGiER. 
ZOYD CHIZDS. 



m 31 May 3 



BILLS PAYABLE. 






\\tO^ iMay 



mI»j 



y "Mt 



| 3fay _^ £<M( and Oain, . , 



LOSa AND OAIN. 





Oliver Webb 

BilUPay 

Herbert Buihnell.. 



TRIAL BALANCE. 



Fact nf the Ledger, 



Herbert Boahnell. . 

Mdge 

Cash 

BilI»R«o 

Oliver Webb 

LoydChilda 

Bills Pay 



MODEL SET n. 

The books of this set are the Joumal-Day Book, the Ledger, 
Cash Book, and Bill Book. Methods of combining Day Book 
and Jonmal are shown on p. 98, and on pp. 99 and 100. On p. 
100, a third column is added, for the Sales Book. 

San Francisco, Jan. 2, 1884. Marine Gage and C. W. Mills 
commenced business as partners, under the firm name of Gkige 
& Mills. 

Marine Gage invests Mdse., $1500; cash, $1000; his liabilities, 
which the firm agrees to assume, consist of a note, favor of Clara 
Shaw, dated Dec. 1, '83, at 60 ds., amt. $200. 

C. W. Mills invests cash, $2000; noU for $300, against C. P. 
Neil, dated Jan. 2, '84, at 30 ds. 

Jan. 2. Bo't of H. D. Hollingsworth, for cash, a bill of 
Mdse., $900. Sold Mabel Field, on ^, 1 shawl, $10; 18;!^ 
Parsee doth, @ 90^; 1 pr. gloves, $1.75. Sold H. R. Baiey, on 
note at 60 ds., bill of Mdse., $175. Cash sales to-day, $70. 3. 
Paid cash for insurance, $15.25. Sold Eva Hasty, on ^, bill of 
Mdse., $60. Sold Hiram Pawley a bill of Mdse., $120; rec'd 
cash, $80; — balance on ^. Paid cash for stationery and stamps^ 
$6.25. Cash sales to-day, $65.50. 4. Sold Eva Hasty, on % 1 
pr. gaiters, $3.25; 18 i^ Pacific lawns, @ 50^. Sold Henry 
Hardcase, on % a bill of Mdse., $75. Eec'd of C. F. Neil, in 
part payment of her note of 1st inst, $200. Cash sales to-day, 
$40. 5. Sold Peter Tramp, on note at 60 ds., biU of Mdse., 
$100. Deposited $2000 in Commercial Bank. Paid clerk's 
salary, $70, by check on Commercial Bank. Cash sales to-day, 
$60. 6. Bo't of Frank Porter, a biU of Mdse., $150; gave him, 
in part payment, C. F. Neil's note, — amt. still due on it, $100; — 
balance on ^. Paid rent for store, $40, by check on Commer- 
cial Bank. Deposited in the bank, $80. Cash sales to-day, $35. 
8. Rec'd cash on ^, of Mabel Mdd, $12. Discounted Gage's 
note, favor Clara Shaw, and paid for same by check on Com- 
mercial Bank, $192. Sold Hiram Pawley, on ^, a bill of Mdse., 
$80. Cash sales to-day, $61.10. 9. Henry Hardcase died, in- 
solvent, on the 6th inst., and Peter Tramp absconded on the 
7th. Sold Eva Hasty, on ^, a bill of Mdse., $30. Cash sales 
to-day, $58. 10. Sold Mabel Field, on % a bill of Mdse., $40 
To^t an inventory, and found Mdse. on hand, $1480 
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JOTmNAL-DAT BOOK. 

MAJf TMAiTCISOO. . 



Marine Gaga, Note, favor Clara Shaw, dated 

BUli Payable, [Deo. 1. '83, at BO ds. 



Caidi, 

Bills HeaeiTaUe, 

Udie., 



Od hand, 

Note, u per B. B. 

InveBtment, 



GoBh, 
Mabel Field, 

UdM., 



Cuh, 

Hiram Pawley, 
Mdsa., 



Bot of H. D. Eollingsworth, 
[aaperl. B. 

J Shawl, . ■ - $10. 
IS Ifl Paraee cloth, @ 90{t 16,20 
1 pr. Gloves, - . 1.75 



Paid for Inmranee, 



Sold H. Pawley, Mdae, and 
[received port paTmeot, 



Paid for atationeiy and stampa. 

Cash galea, 

Amt. forward, 
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JOXJItNAL-DAY BOOK. 

SAN FBANOIJSCO, Jmiuary 4, I884. 

Forw&rd 

BvftHarty 

Mdee. 
1 pr, Oaitera $3.25 

18 # Pacific Lawns, @ 50^ ft 

Henry Hardcase 

Mdae 

Bill of Mdsc. 

Caab 

Bills Receivable 

Bec'd of C. S. Neil in part fmyt of her aoot. 

Caah 

Cash Bales. 

5. 

Bills Receivable , 

Mdae 

Sold Peter Tramp on note at 60 da. 

Commercial Bank 

Cash 

Depodted in bank. 

Rrpanse 

Commercial Bank 

Paid clerk's salary, by check. 

Caah 

Cash salea. 

6. 

Mdse 

Bills Receivable 

Frank Porter 

Bo't Mdse, of L. Porter, and gave him C. F. Neil's 
note,— amt. stiU due on it, f 100;— baL on <%. 

Expense 

Commercial Bonk 

, Paid rent of store, by check. 

Amt. forward 

aa 



JOTJRNA^-DAT BOOK. 

8AN FBA^ffCISCO, Jan. G, ISSl 



Db. Or. b«I«. 



Forward . . 

2| Conunercial Bank 

Cash 

Deposited in bonk. 



Cash.. 



2 BiU8 Payable 

DisCOQDt 

CommeTcial Bank 

DiBODiuited Ooge's note, favor Clara Shaw, 
and gave oheck on bank. 

3| Hlrsm Pawley. 

Mdse 

Sold him on <%. 



2 EvaHaitf 

Mdse 

Sold her on <^. 



LEDGER. 
MABISB aAOB. 



2 Bills Payable 

1 ^ Loaa sad Gain . . 



C. S. MILLS. 



1 ) Lews and Gain . . . : 



2 Marine Gage . . . 
2 Cash 

6 Sondries 

1 Loss and Oain . . 



2 Mabel Field 

aj Bills Receivable . . 
2i Cash 

3 Eva Hasty 

3 Suudritis 

3j Cash 

4 Eva Hasty 

4 H. Hardcase 

4, Caah 

5; BilU Receivable . . 

Cash 

Cash 

H. Pawley 

Cash 

Bva Hasty 

Caah 

Mabel Field 

Btdaiux 



BILLS PAYABLE. 



Jon. HSniidriM.. 



loj 20o| jja^jl Marine Qaee -^ j?°L 



SILLS EECMVA£LE. 




Cash 

G Commercial Bank. 



MAB^L FIELD. 



ISM 




100 


27 
40 


. 


ISM 

J 






12 

56 








ll\B<a<ma I 


n-- 











67 


fl5 


67 


95 



BFA HASTY. 



COMMEECIAL BANK. 



LEDGBE. 
MIJUX FAWLEY. 



DiaeevsT and ishikssi. 



l\ Lou and Oailt. . 



|j»n. JBilliPayoblft |lClo| j 



BUXBT RAJSDCASE. 



w| Ta| l^n\n 



■ ■■|"^l 'i 



EBASK FORTES. 



LOSS AND OAnr. 



1 Expense 

1 H. Hardcaee 

1 Bills Receivable .. .] 



MdsB 

Diact. and Int. . 



1 Mdre 

1 Bills Receivable , . . 

1 Mabel Field 

I Eva Haaty 

1 H, Pawlef 

] Commercial Buik . . 

1 Caah o. 



1 Fnnk Farter L 

lage's Net Cap . L 
I Mills's Net Cap... 1J101I2 



BILL 
BILLS 



[Sbt 



Ko. 


When 
BecM. 


Dkawbb 

OE 

BmMBraE. 


Dkawvb 

OE 

Makxb. 


Ih WBoa Fatob. 


Date of 
Kote. 


Time to 
Ban. 


1 
2 
3 


1884 

Jan. 
(( 


2 
2 

5 


0. W. Mills. 
Gage & Milln. 
Gage & Mills. 


C. F. NeiL 
H. B. BaUey. 
Peter Tramp. 


C. W. Mais. 

Gage & MiUs. 
Gage & Mills. 


1884 
Jan. 

u 


2 
2 
5 


30 ds. 
60 ds. 
60 ds. 











BILLS 








[Set 


Ko. 


When 
Issued. 


Dkawxs 

OE 

Endobisui. 
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MODEL SET HI. 

In this set a Journal-Day Book, a Gash Book, Bill Book, In- 
voice Book, and Le^er Tvill be kept We shall post from the 
Jonmal and Cask Book. 

The Journal, in this set, has fonr columns. It is readily 
apparent that this plan of increasing the number of columns 
in tiie Journal may be extended so as to make six, eight, ten, 
or even more of t^ese special columns available for three, four, 
five, or more repeatedly occurring species of Mdse. or other 
princii)al items of exchange. 

Many book-keepers use six colunms, and keep an account with 
Cash in the Journal; but as we are, in this set, to post from the 
Cash Book, it will be a saving of time to omit Cash from the 
Journal The advantage of using this form of the Journal is 
in the saving of time and labor in posting, as only the footings 
of these colxmms are posted — daily, weekly, or monthly, as de- 
sired. All items for which no si)ecial colxmms have been pro- 
vided, are placed in the General or Sundries colxmm, and each 
of these items is separately transferred to the Ledger, as in 
posting from the ordinary Journal. 

All biUs of Mdse. bought are pasted in the Invoice Book, as 
in Set m, p. 71, of Single Entry. The debit column of Mdse. 
in the Journal contains the same amounts as the Invoice Book; 
consequently, we need not post from the Invoice Book. The 
Sales Book is seldom kept, except in wholesale or large retail 
establishments. 

San Francisco, July 1, 1884. Henry Witherspoon and W. W. 
Locke commenced business as j>artners, under the firm name of 
Willierspoon & Locke. Gfdns and losses to be equally divided. 

Henry Witherspoon invests cos A, $3500; Wm. B. Zimmerman's 
noUy his favor, dated June 1, '84, at 3 mos., for $300; balance 
dm on % from Frank Herbert, $200. 

W. W. Locke invests caah^ $1500; Mdse, $1000; and the firm 
agrees to assume the following liabilities of W. W. Locke: note 
held by John Van Eaton for $350, dated June 15, '84, at 90 ds.; a 
persozMd account due Oliver Webb, amt. $150. 

Jiily 2. Deposited $4800 in Commercial Bank. Bo^ of Yotaw 
& Co., a bill of Mdse., as per invoice, $1450; gave check on Com- 



MODEL SET HI. 

mercial Bank for $950; — ^balance on <jfe. Sold Mary Kelsey, on <^^ 
20;ff black velvets, @ 75^; 50 # linen lawns, ® 25^j 1 shawl, 
$30; 6 prs. ladies' kid gloves, @ 95^; 2 prs. ladies' French kid 
shoes, @ $4.50. Paid cash for account books, $12.50. Bec'd cash, 
on <%, of Frank Herbert, $60. Sold Annie Girdner, on note at 60 
ds., 20 # French silk, @ $3; 25# polonaise suitings, @ 75^; 1 
Thibet shawl, $25; 30 if Rhadama cloth, @ 45^; 50 if calico, @ 
6J^; 2 ladies' hats, @ $3.25. Cash sales, $90. In counting the 
cash we found a $20 counterfeit bill. 3. Discounted W. W. 
Locke's note, favor of J. Van Eaton, paying cash, $200, and giv- 
ing the firm's note, at 30 ds., for the balance, $140. Bo't a safe 
for the store and paid for it, by check on Commercial Bank, 
$500. Grave Oliver Webb an order on Mary Kelsey for $30. Cash 
sales, $85.50. 4. Sold Simon Crafty, on his note at 60 ds., 50 
# Brussels carpet, ® $2.25; V^if broadcloth, ® $2.50; 1 pr. 
boots, $5. Sold Geo. Aimless, on <jfe, 1 pr. alligator boots, $16; 
9 if broadcloth, @ $2.50; 6 prs. hose, @ 45 j^; 1 hat, $3. Loaned 
V. Domberger, cash, $25. Cash sales, $81.10. 5. Deposited in 
Commercial Bank, cash, $125. Sold Peter Nasby, 50 prs. Oxford 
dioes, @ $3.50; 25 prs. French ties, @ $3; 25 prs. slippers, @ 
50^; rec'd cash $100; — ^balance on <jfe. Paid clerk's salary by 
check on Commercial Bank, $75. Cash sales, $73.50. 6. Burglara 
broke into the store and took from the tiU, cash, $90. Sold 
Oliver Webb, on <jfe, 2 prs. kip brogans, @ $3.50; 1 hat, $3.75; 
5 if broadcloth, @ $2.50; 1 rubber coat, $6.50; \ doz. linen hdkfs., 
@ $4.80; 1 neck-tie, 50^. Discounted Wm. B. Zimmerman's note 
at Odd-FeUows' Bank, and rec'd cash, $285. Cash sales, $97. 8. 
Bo't of Votaw & Co., on <5fe, a bUl of Mdse., as per invoice, $150. 
Bo't of Jones & Co., for cash, 5 tons of coal, @ $14. Cash sales, 
$128. 9. John Carpenter has worked 2J days, ® $3, repairing 
store, and we have paid him in Mdse. Henry Witherspoon has 
taken Mdse. to date, valued at $88. Simon Crafty has failed, 
and we have lost the amount of his note. Cteo. Aimless has 
absconded and we have lost his account. Cash sales, $86.80. 10. 
Sold Peter Nasby, on % 120 if Merrimack cambric, ® 15^; ^if 
Ky. jean, @ 30^; 25 # cashmere, @ $1; 50 #^ gingham, @ 8^. 
Paid cash for rent of store, $60. Took an inventory, and found 
Mdse. on hand« $1791 : office safe valued at $475, and coal, $40. 
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REVIEW QUESTIONS. 
1. Define Donble Entry Book-keeping. 2. State the main 
differences between Donble and Single Entry Book-keeping. 3. 
What are the advantages of Donble Entry compared with Single 
Entry t 4. What is meant by a "Set of books t" 5. State the 
differences between the Double and the Single Entry Day Books. 
6, What statement is usually made the first entry in the Doable 
Entiy Day Bookl 7. What is the Italian system of book-keep- 
ing I 8. Define the JoomaL 9. What is a Journal-Day Book 1 
10. What is jonmalizingi 11. Where are debit items in the 
Journal placed T 12. Where are credit items in the Journal 
placed! 13. Why may "Dr." and "To" be omitted from the 
Jonmall 14. How do you make the Day Book explanation in 
the Journal-Day Bookl 15. What is the valne of extra columna 



EEVIEW QUESTIONS. 

in the Journal t 16. What is the principal nse of the Ledger? 
17. What is the difference between the Single and the Double 
Entry Ledgert 18. What are found on the debit side of the 
Ledger; on the credit side ? 19. In posting debit items from the 
Journal, what explanation is used in the Ledgert 20. In posting 
credit items, what explanation is used ? 21. State the use of the 
Gash Book. 22. Why is it not necessary to keep a cash account 
in the Ledger! 23. Why should the "cash balance'' be entered 
in the Trial Balance? 24. Define the Sales Book. 25. Why is 
it seldom used? 26. What is an Invoice Book? 27. State a 
simple plan of keeping this book. 28. Why must an Invoice 
Book be kept? 29. What is a Bill Book? 30. From what 
books may transactions be posted directly to the Ledgert 31. 
What is the advantage in posting from the 0. B., I. B., and 
S. B. ? 32. How many kinds of accounts in Double Entry t 33. 
Name and define the classes of accounts. 34. Why do we call 
one class a Eepresentative or Loss and Oain accountt 35. Why 
is the other class called a Eeal or Balance account? 36. How do 
you determine that an account is a Representative accountt 37. 
How do you determine that an account is a Eeal or Balance ac- 
count? 38. When does a Balance account show a Resource;* 
when a Liability? 39. When does a Representative account show 
a Gain; when a Loss? 40. Name the accounts that are usually 
Balance accounts. 41. Name the accounts that are usually Loss 
and Gain accounts. 42. What is meant by "Opening a set of 
books?" and with what is the proprietor debited; with what 
credited? 43. How is the opening entry made in the Day Book; 
in the Journal-Day Book ? 44. When and why is a " Set of books ^ 
closed? 45. Is it necessary to dose all the Ledger accounts in 
order to know the condition of business? 46. What does the 
debit side of Mdse. account show? 47. What does the credit 
side show, after the Inventory is entered? 48. What does the 
debit side of Bills Receivable show; the credit sidet 49. What 
does the debit side of Bills Payable show; the credit sidet 50. 
What is found on the debit side of Expense account; on the credit 
sidet 51. What is a Trial Balance, and why is it takent 52. 
How is a Trial Balance made? 53. How is an account in the 
Ledger closed ? 54. Give a statement of the manner of dosmg 
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a ''Set of books,*^ mentioning the various steps in their order. 05. 
Why is the Mdse. Inventory entered on the credit side o{ the 
Hdse. acconntT 56. What other acconnts may have an Inven- 
tory credit t 57. State the nse of red ink in Double Entry. 58. 
Why are the various Inventories placed on the debit side of Bal- 
ance account! 59. When a Representative account is dosed, 
"what is brought down under the rulings t 60. When a Balance 
s^count is closed, what is brought down under the rulings ? 61. 
Why are these items brought down, and on which side? 62. 
When and why is a Loss and 6ain account opened? 63. Which 
Bide of this account shows gains; which side losses? 64. After 
dosing Loss and Quin account into "Stock," what wiU the dif- 
ference between the two sides of Stock account show ? 65. When 
and why is a Balance account opened? 66. What does the debit 
Bide of Balance account represent; the credit side? 67. What 
does the difference between the two sides of Balance account 
show? 68. Why wiU Stock account balance after "Loss and 
Quin" and "Balance" have been closed into it? 69. What term is 
used to represent the difference between the two sides of an ac- 
count when you dose the account? 70. Illustrate by giving the 
term generally used in dosing Bills Pay., Mdse., Loss and Gain and 
Balance accounts. 71. Why is it not necessary to open a Balance 
account at the time of closing the Ledger accounts ? 72. What 
is a Balance Sheet; and when and why is it made out ? 73. Why 
do entries change sides when transferred? 74. Is the proprietor's 
investment usually considered a Eesource, or a Liability to the 
concern? 75. Give a rule for debiting. 76. Give a rule for 
crediting. 77. What is the fundamental rule on Double Entry? 
78. How do you mark the Day Book entries when they have been 
transferred to the Journal? 79. How do you mark Journal 
entries when they have been transferred to the Ledger? 80. 
Give a list of debits; of credits. 81. Define Mdse. 82. What 
items are generally included xmder the term "Expense?" 83. 
Define the term "Stock." 84. Why is a Bank account not usually 
kept in the Ledger ? 85. What is meant by " discounting a note ?" 
86. When and why do we debit Discoxmt and Interest? 87. 
When and why do we credit this account? 88. Why is an ac- 
count^ termed "Lost Accounts and Notes," sometimes opened in 
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the Ledger! 89. If not kept, what is done with worthless per- 
sonal accounts, and bad notes? 90. Define "Sundries," 91. Why 
may it be omitted from the Journal t 92. How, and when, is it 
convenient to use it in the Ledgert 93. Is it ever used as a 
Ledger headingt 94. Give a full statement of the manner of 
changing a set of Single Entry books to Double Entry. 95. 
What is usually done when a new partner is taken into the busi- 
•less? 96. How do you correct errors in the Day Book; in the 
Toumalj in the Ledger? 97. What is an Index t 98. Where, 
:ind how, is an Index usually kept? 99. Examine Model Set 11, 
last page of the Journal, and state the benefit of using three 
columns in the Journal. 100. Examine Model Set HI, and state 
the benefits arising from the use of four columns in the JournaL 
101. What is done with the cash transactions in this sett 102. 
Why does the term "cash" appear at all in the Journal-Day Book 
of this sett 103. Examine the Cash Book of this set and explain 
the manner of posting. 104. How many columns may be used in 
:% Journal? 105. Compare the methods of finding Losses and 
Gains in Single and in Double Entry. 106. Compare the methods 
'f finding the Net Capital at closing in these two systems. 



EXEECISES FOR THE STUDENT. 

Set 1. Write this set in the Italian form, using Day Book, 
Journal, Cash Book, and Ledger. Give special attention, so 
that the check-marks in the Day Book, the Journal pages in the 
Ledger, and the Ledger pages in the Journal, are set down 
immediately after the journalizing and posting are done. 

Student commenced business Jan. 1, 1884^ by investing as fol- 
lows: Mdse.,$S50'j cash, $700. 

Jan. 2. Sold D. T. Seeley, on ^, 5 # tea, ® 40j^5 10 ]jf coflfee, 
@ 20^; 240 i^ potatoes, @ 1^^. Paid cash for a set of account 
books, $7.50. Bo't of L. M. Dranga, for cash, 140 C. of wheat, <^ 
$1.80 per C. Cash sales to-day, $48.50. 3. Sold C. A. Lee, on 
note at 60 ds., 50 C. wheat, @ $1.90 per C; 125 ;^ sugar, @ 124<^. 
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Sold A. B. SheatSy 4 boxes soap, ® $1.50; 5 if syrap, ® 80^; 
600 If- flonr, @ $3.25 per C; reo'd cash, $15; — ^balance on acc't. 
Paid cash, for insurance^ $10.50. Cash sales, $6L 4. Sold D. T. 
Seelej, on ^^ a bill of Mdse., $42. Sold Ida Thomas, 4 ff vinegar, 
@ 50^^; 60 i^ sngar, @ 13^; 1 keg pickles, $2.25; rec'd, in ex- 
change, 8 j|^ eggs, © 35^;— balance on acc't. Bo% of S. W. Smith 
on ^, 400 i^ sweet potatoes, ® 3 j^. Cash sales, $38.50. Bec'dcash 
on ^, of P. T. Seeley, $20. Sold Ida Thomas, on ^, 1 ham, 20 ;^ , 
@20{^. Bo% ot F. M. Yonng, for cash, 16 j!!^ eggs, @ 30(^. Bec'd 
eafiih^ $25, from CL A. liCe, to apply on note of 3d inst. Sold A. 
E. Sheats, on ^» abill of Mdse^ $30. Cash sales, $42. 6. Sold 
D. T. Seeley, on ^, 40 i^ sweet potatoes, ® 4^; 80 j!^ sugar, ® 
13^. Bec'd cash, in fnU of <^, of Ida Thomas. Sold F. M. Yoong; 
a faiU of Mdse., $68, and rec'd cash, $40. Paid cash, for stationety^ 
$4.2Su Sold W. H. Bailey, on note at 30 ds., a bill of Mdse., $110. 
B</t of A. B. SheatSi on ^, 120 G. ground barley, ® $1.85 per C. 
Cash sales^ $65. 8. Bec'd cash in full, of C. A. Lee, for balance 
Ine on note. Sold M. F. Yonng, on ^, 300 if flonr, @ $3 per C; 
mif eweet potatoes, @ A^(}. Cash sales, $25. 9. Bo% of S. W 
Smith, on 4f 500 ;(? dried peaches, ® 15^. Sold A. B. Sheats, 
S bMs. floaf; O $6.25; rec'd check for $40;— balance on acc't 
James Trimble has worked for ns 5 days, repairing sidewalk, ® 
(2.50; and we have paid him in cash. Cash sales, $47. 10. Sold 
Peter Cooper, on ^^ 450 / wheat, $1.90 per C; 10 iK vinegar, ® 
60f ; 40ir baeon, @ 18^. Chas. Jones has worked for ns 8 ds. in 
store. 9 $2; we let him have Mdse. for that amt. Cash salesi 
964 Took an inventory and found Mdse. on hand, $575. 



Set f • Write this set in Journal-Day Book form, placing the 
Day-Book eaqsJanalion below the Jonmal entry. 

Studmt eommeneed bnoness. May 1, 'SS, with resonrces and 
liabilitJBB as follows: 

Besonzces: Cash, $iOO0; Md»$^9500O} Davis W. Hunter's iiofe, 
ar 60 ds., favor of student, dated April 1, %3^ for $370; Edward 
Sheldon owes him, on % $310. 

liabilitiess JTo^e, favor C. H. Osbom, dated March If %3« for 
$450; balance due B. A. Colman, on % $300. 

May 2 Bo^t of Fletcher & Co., on % silks as per invoice. 
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$287.40. Paid for insnrancey $18. Paid cash for acc't books, $10. 
Sold T.B. Foster, on <^, 425 ifTblkvelvetSy® 75^; 120 i!f^ Foulard 
silk, ® eZf. Sold B. S. Otis, on his note at 30 ds^ 50 doz. 
English hose, $2.50; 800 if spring chintzes^ ® 6j^; 200 JlK bonrette 
suitings, @ 75{^. Bo^t of L. W. Tdand, for ca^, an invoice of 
cassuneres, $219.85. 3. Sold B. H. Taylor, for cash, 200 if lace 
bnntmg, @ 85^ 4. Sold T. B. Foster, on % 300 if linen lawns, 
® 25^. Sold D. Williams & Son, on % 450 doz. children's 
stockings, ® $1.80. 6. Sold GFeo. H. Stevens, for cash, 275 ]f 
cashmere, ® 60f • Paid cash for an invoice of Mohairs, $147.30. 
S. Paid for shelving, $6.25. Sold B. S. Otis, receiving in pay- 
ment his check, 3 doz. Thibet shawls, @ $60; 2 doz. long shaw^ 
@$90. & Sold W. H. Curtis, for cash, 360 ;!f^ bik. tamise, @ 65^. 
9. Beo'd from T. B. Foster, cash on % $467.50. Discounted 
Davis W. Hunter's note, and received cash, $360. 10. Paid for an 
invoice of shawls and gloves, $214.75. Paid express charges on 
this invoice, $4.50. 11. Bec^d from Edward Sheldon, cash on 
% $250. 12. Sold T. B. Foster, on <^, 240 JlK shepherd's plaids, 
@ 35j^$ 160 f tilliord eashmere, @ $2.30. 13. Paid for advert 
tising in San Jose Menmry, $7.25. 15. Paid note, favor C. H. 
Osbom, less discount, $438. 16. Sold Edward Shddon, on ^, & 
doz. Paisley shawls, ® $30; 320 ff Parsee doth, @ 7^; 128 ff 
debege, ® 85 j^. 17. Paid for an invoice of silks, bot of Dunn & 
Co., $285. Bo^t of Fletcher & Co., on % an invoice of bik. silks, 
$54^25. 18. Sold C. B. Oibson, for cash, 245 ;!f^ spring gingham, 
@ 9j^. P^ San Joee Times, for advertising, $8.50. 19. Bec'd 
of r. B. Foster, cash in full of aco^ 20. Bo't of Fletcher & Co., 
on our note at 3 mos., 300 jlf^ check silks, @ 63^. 21. SoldM. H. 
Hill, for eash, 275 f linen lawns, @ 20^; 120 ff satin hemani, @ 
46^. 22. Accepted Fletcher & Co.'s draft on us at 30 ds., favor 
B. W. Ford, in payment for silks purchased on 17th inst. 23. 
Student drew out cash for private use, $225. 24. Bo't of Fletcher 
ft Co., on % an invoice of Mdse., $1895.45. 25. Bec'd of Edward 
Sheldon, eaidi in settlement of his accHi. 26. Paid Fletcher & 
Co., in fuU of acc't. 28. Sold B. A. Colman, on % 120 if cam* 
brics, ® %<f. 29. Bec'd of B. S. Otis, on ^ of his note, $50. 
80. Paid B. A. Colman balance due him. Paid clerk's salary and 
rent of store to date^ $125. Inventory of Mdse. on hand, $7625.50. 
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In the following set, let the student use the Journal-Day 
Book form. 

Set 3. A. Cochrane commences business, Aug. 1, 1883, with 
the following resources and liabilities. Resources: Cash, $800; 
Mdse., $900; and a note against A. Taylor for $250. lAdbiUties: 
He awes P. M. Mills, on (^, $200. 

Aug. 2. Sold H. V. Martin, on (^, 20 ]f( silk, @ $2.50; 5 # la<5e, 
® 25<^; 6 j^ ribbon, @ 25^. Sold L. A. Bride, on <5fe, 50 j^ grena- 
dine, @ 75^ ; 20 )iC cassimere, @ $1.12^. Rec'd cash on % $50. 
Rec'd for cash sales, $50. 3. Bo't of E. Asmus, 250 i^ plushy @ 
$1.50, and gave in jyayment, my note at 30 ds., for $100, and 
cash to balance acc't. Paid for sundry expenses, $15. 4. Sold 
Miss I. C. Nichols, on <5fe, trimmings, $40; 20 ]f( sheeting, @ 12 J<^; 
40 Jiff muslin @ $1.25; she gave us an order on H. V. Martin for 
$42.50, which Martin paid. A. Cochrane takes out Mdse., $100, 
cash, $100. Eec'd cash sales, $75. 5. Sold M. A. Parks, on note 
at 30 ds., my collection of remnants, $250. Bo't of A. Stowell, 
on % 2 Jersey jackets, ® $5; 2b i^ Unen, ® 20^. Gave A. 
Stowell an order on L. A. Bride for $25. Pound a purse contain- 
ing $20; no one claimed it. 6. Paid P. M. Mills cash, on <5fe, $150. 
H. V. Martin has failed; we accept a compromise at 20 ^ on 
the dollar. Eec'd, for cash sales, $100. 7. Pound $10 missing 
from the cash drawer. Sold P. M. Hayes my entire stock of 
silks, $500; rec'd cash on % $250. Rec'd for cash sales, $100. 

8. A. Stowell paid cash in full of ^, $ Sold T. Cheeney, 

for cash, 25 # merino, @ $1.25; 90;^ Unen lace, @ 12J<^; 10;^ 
satin, @ $2.50. Paid for paper, $5, pens, $1. A. Taylor paid 
his note in fuU, $250. 9. Gave $50 to a charitable institution. 
Bo't of D. Anderson, 400 fi linen, ® 25^; 1000 j!ff cfilico, ® 
12i^; 400;^ silk plush, @ $3.50; paid $250, and gave him 
note, at 30 ds., for balance due. 10. Deposited in the Bank of 
San Jose, $800. Rec'd an order from A. Stowell, requesting 
us to pay John Smith $50. Paid store rent, $75. Closed busi- 
ness, witli Mdse. on hand, $1750. 

Write this set in Journal-Day Book form, placing the Day 
Book explanation at the right of the Journal entries. Use an 
I. B. and a C. B.; do not keep a cash account in the Ledger. 
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Set 4. Sacramento, Aug. 1, 1884. Student commenced busi- 
ness with resources and liabilities as follows: Resources: Cash, 
$3500 J Mdse, $1800; an acc't against J. W. Webster for $325. 
IdabiUHes: Henry Fish holds Student's note for $300, dated 
July 1, 1884, at 60 ds. 

Aug. 2. Bo't of John Fry, on <5fe, 100 kegs nails, $450; 4 
doz. door locks, $32; 10 gate hinges, $7.50; 4 tons bar iron, 
$200; 60 kegs Jay's pat'd horseshoes, ® $10. 3. Bo't of Travis 
& Adams, 10 doz. nail hammers, @ $7.50; 50 doz. shovels, @ 
$6.50; 8 doz. picks, ® $9; 6 doz. wheelbarrows, ® $22; gave 
in payment our note at 30 ds., for $300; — cash for balance. 
Cash sales, $102. 4. Sold J. Bishop, on ^, 50 kegs nails, @ 
$5; 10 kegs pat'd horseshoes, @ $12.50; 4 doz. door locks, @ 
$8.75. Paid cash for stationery and stamps, $8.75. 5. Bo't of 
Henry Diston, 2 doz. handsaws, @ $18; 1 crosscut-saw, 

$25; 8 doz. butcher's bow-saws, @ $13.50; paid cash, $50; — 
balance, on acc't. 6. Sold J. W. Lawrence, 50 doz. shovels, @ 
$7.25; 4 doz. wheelbarrows, @ $23; rec'd in payment an order 
on Henry Parker for the amt. 8. Rec'd of J. Bishop, cash in 
full of acc't. 9. Bo't of J. W. Hubbard, on ofc, 200 kegs nails, 
® $4.75; 2 doz. framing chisels, @ $8; 4 doz. chisel handles, 
® 75^. 10. Sold H. G. Bourne, 4 doz. butcher's bow-saws, @ 
$14; 2 doz. naU hammers, @ $7.75; 3 doz. coal picks, @ $9; 
1 ton bar iron, $55; rec'd in payment order on J. W. Webster 
for $100; — cash for balance. 11. Paid John Fry, cash on ^, 
$543.50. 12. Student has withdrawn $175, for private use. 13.' 
Sold J. Bishop, 2 doz. picks, @ $10; 1 doz. framing chisels, 
$9; 2 doz. gate hinges, @ $8; 2 doz. chisel handles, ® 80^; 
1 crosscut-saw, $30; rec'd in payment cash, $25; — ^balance on 
acc't. 15. Paid J. W. Hubbard, on ^, cash, $125; order on 
Henry Parker for $300. 16. Gave Henry Diston our note at 
30 ds., to balance acc't. 17. Paid Travis & Adams, cash for 
our note, their favor; face of note, $300, less interest for 16 
ds., $2.40. 18. Sold J. Brown, 8 doz. hammers, @ $8; 30 kegs 
pat'd horseshoes, @ ^15; rec'd his note, at 10 ds., for $200; 
cash, $150; — ^balance on acc't. 19. Bo't of J. T. Hayward, 50 
gross wardrobe hooks, @ $2.40; 75 gross screws, @ $2.25; 
3 doz. pruning knives, @ $7.25; 10 doz. handsaws, @ $18; 3 
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doz. inch framing chisels, ® $15; gave in payment, J. Brown's 
note of the 18th inst., for $200; onr note, at 60 ds., for $200, 
and cash for the balance. 20. Paid J. W. Hnbbard, cash on 
acc't, $75. 21. Bo't of WeUand & Co., for cash, 3 tons of coal, 
@ $13, for nse of store. 22. J. Brown having failed (after 
redeeming his note of the 18th inst., which we had given in 
payment to J. T. Harward), has compounded with us at 40 %, 
paying cash for that amt.; — ^balance lost. 23. Paid clerks for 
services to date, $125. 24. Sold J. W. Lawrence, on ^, 4 doz. 
handsaws, @ $16.50. 25. Took an inventory and found Mdse. 
on hand, $4106; coal, $26. 

In this set nse a fonr-colnmn Jonmal-Day Book, as shown 
in Model Set 3. 

Set 6. Los Angeles, Feb. 1, 1884. P. G. Tyrrell and Fred 
Ganch commenced business to^ay with resources and liabilities 
as follows, gains and losses to be divided equally: P. G. Tyrrell 
invests cashy $1800; Mdse.y $2000; a note against G. "W. Martin 
for $200, dated Jan. 1, 1884, at 90 ds. Pred Cauch invests cash, 
$4500; and Prank Porter holds his notej at 4 months, for $500, 
dated, Dec. 1, 1883. The firm agrees to assume this note. 

Peb. 2. Paid, in advance, cash for rent of store, $100. De- 
posited $5000 in Union Bank. 3. Bo't of Hamlin & Co., a 
bill of Mdse., $1800; gave our note at 30 ds. for $600; a check 
on Union Bank for $750; — ^balance on actft. Bo't of Pield & 
Co., a bill of Mdse., $1146; gave in payment our note at 60 
ds. 4. Cash sales to-day, $38. 5. Sold L. Andrews on ^, 20 
)j( sheeting, @ 11^; 10 # Irish poplin, @ 80<^. Paid cash for 
repairing lock on store, $1.80. Cash sales, $100. 6. Sold Mrs. 
R. Watson, 48 ;^ sheeting, @ 10^; 3 table-doths, ® $1.25; 15 
# alpaca, ® 60^; rec'd cash, $12; — ^balance on ^. Paid cash 
for stationery and stamps, $2.50. Cash sales, $45. 8. Sold S. 
Brown, on ^, 1 lace shawl, $60. Rec'd of Mrs. R. Watson, 
cash on ^h, $4. Bo't of Mallory & Co., a bill of Mdse., $198; 
gave our note, at 80 ds., for $100; — ^balance on ^. Cash sales, 
$50. Discovered tS $10 bogus coin in our cash. 9. Sold S. 
Jones, on ^, 1 doz. spools thread, 75^; 4 papers pins, ® 20^; 
15 # blaek lace, @ 80^. Rec'd of L. Andrews, on ^, his order 
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on R. Johnson for $10.20. Cash sales, $68. 10. Sold A. Buck- 
minster, 16 if silk, @ $3.50; rec'd his sight draft, on Hamlin 
& Co., for $50, and cash for balance. Fred Canch drew out^ 
cash, $75, for personal njae. Cash sales, $112. 11. Paid cash 
for painting front of store, $38. Deposited $200 in Union 
Bank. Sold B. R. Styles, 56;^ muslin, @ loj?; 2 doz. hair 
nets, $4.50; 2 doz. hdkfs., $3.50; rec'd cash, $10; — ^balance on 
acc't. Cash sales, $72. 12. Paid cash for window brush, $2; 
one pane of glass, $2.50. Bo't of Dempster & Co., a bill of 
Mdse., $395; gave a check on Union Bank for $295, and note^ 
at 60 ds., for balance. Sold Wm. Goodrich, on ^, 20 if black 
alpaca, @ $1; lOjiK black lace, @ $1.25. Cash sales, $89. 13. 
F. G. TyrreU drew out $80, for personal use. Bo't of S. J. 
Klein, on %, a biU of Mdse., $381. Sold C. V. Smith, 75 ^ 
cambric, @ 15<^; 18 # linen, @ 18 J^; 2 rubber combs ® 30{^; 
rec'd cash, $5; — ^balance on acc't. Cash sales, $24. 15. Rec'd 
of W. Goodrich, cash on % $25. Sold C. C. Collins, on ^, 30 
H^ black braid @ 15^; 12 jiff Scotch plaid, @ 50^25. Sold W. 
Barber, on ^, 40# muslin, @ 10^; 3 window-shades^ ® $1. 
Paid S. J. Klein, on ^, $100. Cash sales, $110. 16. Dis- 
counted note held by Prank Porter, paying for same, $486, by 
check on Union Bank. Sold J. R. Deaton, 28 if calico, @ 10^; 
38 if delaine, ® 15^; rec'd cash, $5; — ^balance on acc't. Bo't xA 
Hamlin & Co., by check on Union Bank, a bill of Mdse., $218. 
Paid cash for whitewashing, $8. Paid S. J. Klein, on ^, $50. 
17. Sold W. Barber, on % 50 if alpaca @ 25^. 18. Sold W. 
Goodrich, on ^, 40;!ff delaine, ® 16j?. Paid clerk's salary^ by 
check on Union Bank, $60. Cash sales, $40. 19. Paid Hamlin 
& Co., cash for our note of 3d inst.: face of note, $600; discount 
on same, in our favor, $4.50. 20. Took an inventory and found 
Mdse. on hand, $5388. 

Set 6. The partners in this business are A. S. WUliamfl 
and J. E. Gibson. Gains and losses are to be divided in pro- 
portion to the amount invested by each. Commenced business 
Sept. 1, 1883. A. S. Williams invests Mdse,, $1400; cash, $500, 
and an account against M. A. Treat for $200. J. E. Gibson 
invests cash, $2400; a ixotc against James Pearl, dated Aug. 1, 
1883, at 90 ds., for $400. 
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Sept. 2. Dei)Osited $2600 in Fanners' Bank. Paid, in ad- 
vance, cash for rent, $80. Sold E. P. Heald, on ^, 1 case 
American prints, 1410 ;!f^, ® 10^; 2 cases Union gingham, 1785 
j!^, @ llj^. Cash sales, $70. 3. Sold Geo. Bybee, for cash, 
875 # Scotch gingham, ® 15J<^. Sold Peter Ament, on % 50 
# Union gingham, @ 12^^; 25 jj^ French cassimere, @ $1.25. 
Sold John Elder, on ^, 20 # white flannel, ® 90j?,- 40 # woolen 
tweeds, @ 55^, Bo't of James Nunnelly, by check on Farmers' 
Bank, a bill of Mdse., $900. Cash sales, $88. 4. Bo't of W. 
A. Miller, on 60 ds.' credit, 10 pieces French broadcloth, 200 #^ 
@ $3.75. Sold Geo. Bybee, on note at 4 months, a bill of 
Mdse., $150. Retfd of M. A. Treat, on ^, $50. Cash saleo. 
$78. 5. Sold John Elder 100 Jf^ French broadcloth, @ $4.25? 
rec'd his note, at 60 ds., for $200; — ^balance on actft. Paid for 
3 tons of coal, for the store, by check on Farmers' Bank, $28; 
John Owen has worked for us 5 ds., ® $2.50, and we have 
credited him for that amount. Cash sales, $41.25. 6. Dis- 
counted Geo. Bybee's note at Farmers' Bank and rec'd cash, 
$132.50. Bo't of Chas. Curtis, on our note at 90 ds., a bill of 
Mdse., $200. Rec'd of James Pearl a check on Farmers' Bank 
for $200, in part payment of his note; deposited check in the 
bank. Cash sales, ^0. 8. Sold James Nunnelly, on <5fe, 50 #^ 
Valencia, @ 40^; 120 ilf^ alpaca, @ 30^. Deposited $100 in 
Farmers' Bank. Paid W. A. Miller $100 on ^, by check on 
Farmers' Bank. Paid cash for stationery, $4.75. Rec'd of E. 

P. Heald, to balance acc't, his note at 60 ds., for $ Gave 

W. A. Miller an order on John Elder for $100. 9. Burglars 
broke into our store and stole $150, cash; we paid a detective 
$50 to arrest the burglars, and we recovered $75. Sold Peter 
Ament, on ^, 50 })( Merrimack prints, @ 15^. Cash sales, 
^ $102. 10. Accepted W. A. Miller's draft on us, at 30 ds., for 
' $200. Sold James Nunnelly, on % 10;ff broadcloth, at $3.80; 
20 j!ff Eng. prints, @ 10^. Discounted our note of the 6th inst., 
favor Chas. Curtis, and gave a check on Farmers' Bank for 
the proceeds, $188. 11. Rec'd of M. A. Treat, cash to balance 

acc't., $ Peter Ament has failed and we have lost his 

acc't. Paid clerk's salary in cash, $60. Sold John Owen, on 
%, 4 white shirts, @ $175. Cash sales, $60. 12. Deposited 
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$75 in Fanners' Bank. Sold James NmmeUy, on ^, 6 white 
shirts, @ $1.50; 8 pr. socks, @ 25{^; 1 mnbrella, $1.50. Cash 
sales, $50. 13. Cash sales, $42. 15. Sold John Owen 25 Jl^ 
t»issimere, @ 75^. Donated cash, $15, to free library fond. 
Took an inventory and fonnd nnsold Mdse. on hand, $1860. 
Coal, $18. 

Set 7. G. A. Mills commenced business Ang. 1, 1883, with 
resonrces and liabilities as foUows: Besow^ces: Cashy $1775; 
Mdse., $250; dne from Frank Porter, on ^, $150; dne from 
J. E. Baker, on ^, $175; a note against G. W. Koch, dated 
July 17, 1883, at 2 mos., for $150. LiaUlities: G. A. Mills 
owes W. H. Bailey on acc't, $107.50; a note, dated July 15, 
1883, at 3 mos., favor W. O. Blodget, for $375. 

Ang. 2. Sold E. Znmmalt, 1 pr. boots, $7.50; 1 soit clothes, 
$42; rec'd his note, at 60 ds., for $45; — ^balance on acc't. Bec'd 
from H. Everett an invoice of Mdse. on 2 months' credit, $250. 
Cash sales, $48.25. 3. Bo't of Wm. Locke, 20 overcoats, ® 
$20; 100 gents' neck-ties, @ 75^; 25 doz. hdkfs, @ $2.20; 25 dress 
hats, @ $3.50; gave him E. Znmmalt's note in part payment; 
— ^balance on acc't. Paid cash for advertising, $6.50. Lent 
Marine Gage, cash, $15. Cash sales, $150. 4. Sold Frank Canch, 
for cash, 1 pr. calf boots, $7; 2 prs. shoes, @ $5; 5 prs. gents' 
hose, @ 75^; 1 suit clothes, $42. Bo't of Frank Graham, an 
assortment of gents' fancy goods, $200; gave him an order on J. 
E. Raker for $100; — ^balance on acc't. Accepted W. H. Bailey's 
draft on ns at 30 ds.' sight, favor of John Sullivan, for $100. 
Cash sales, $175. 5. Sold Ben Cory, on his note at 30 ds., 50 
^ extra fine cloth, @ $5.50. Sold Bobt. Adcock, 1 hat, $6; 2 
prs. boots, ® $7.50; 2 neck-ties, @ $1.50; 3 fine white shirts, 
@ $2; rec'd cash, $15; — ^balance on acc't. Gash sales, $80. 6. 
Bec'd of G. W. Koch, cash in full for his note. Sold W. H. 
Bailey, on ^, 3 doz. buttons, @ 75^; 25 # trimming, ® 20<^; 
2 caps, @ $1.50; 3 prs. cuffs, @ 75^; 5 silk hdkfs., ® $2, 
Bo't of J. Zielan, on our note at 90 ds., 300 prs. pants, @ $5. 
Cash sales, $100. 8. Sold Ben Cory, 1 suit clothes, $40; 2 prs. 
boots, ® $7; 9 prs. silk hose, ® $1.25; 6 white shirts, ® $2; 
rec'd his note, at 60 ds., for $50; — ^balance in cash. Bec'd cash 
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in full of acc't, of Robt. Adcock. Paid our note of July 15th, 
in full; face of note, $375, — ^interest on same, in onr favor, 
$3.75. Bec'd of Marine Gage, cash on ^, $15. Cash sales, 
$125. 9. Bo't of Bancroft & Co., on ^, stationery for the 
business, $27.50. Sold James Buchanan, Ben Cory's note of 
the 8th inst. for $45 cash. Paid H. Everett, cash on ^, $200. 
Bec'd a $10 counterfeit bill in exchange for Mdse. Cash sales, 
$87. 10. Paid J. Trimble $400 cash, for a note against V. 
Domberger, due in 30 ds.; face of the note, $415. Cash sales, 
$40. Sold E. Zummalt, 1 suit clothes, $28.50^ 1 hat, $4.50,- 
rec'd an order on S. Grant for the amt. 11. Paid clerk's sal- 
ary, $40. Sold J. J. Agostine, on his note at 90 ds., our as- 
sortment of clothing, amounting to $950. Cash sales, $108. 
12. Bec'd of V. Domberger, for his note, cash $412. Bo't of 
J. E. Gibson, on our note at 6 mos., a biU of Mdse., $1150. 
Took an inventory, and found unsold Mdse. on hand, $1735. 
Stationery, $12.50. 

Set 8, Suisun City, Oct. 1, 1884. Moses Prank and Ed. 
Dinkelspiel engage in a general merchandise business — flosses 
and gains to be equally divided — ^with resources and liabilities 
as follows: Moses Frank invests cash, $1500^ Mdse., $3000. 
Ed. Dinkelspiel invests cash, $4500, and an account against 
Wm. Kennedy for $300. Ira Parker holds Ed. Dinkelspiel's 
note, dated Sept. 1, 1884, at 3 mos., for $300. 

Oct. 2. Deposited, $5500 in Suisun Bank. Paid H. Crocker 
$7, for a set of account books. Sold Emma Keeney, on ^, 1 
pr. shoes, $3.25; 16 Jf blue silk, @ $1.75. Sold Luella Gillespie, 
on <5fe, 1 Ottoman shawl, $15; 1 doz. damask towels, $2.50; 
20 )iC blue denim, ® 20^. Loaned Harry Edwards, $20. Cash 
sales, $61. 3. Bo't of A. T. Stewart, N. Y., on cffe, 2 pes. Irish 
linen, 170 #, @ 40^; 10 doz. linen napkins, ® $1.25; 2 pes. 
gingham, 120 j!f^, @ 15^; 5 doz. ladies' merino vests, @ $8. 
Sold Willie Lodi, 1 pr. boots, $3.50; 1 suit clothes, $16; rec'd 
cash, $10; — ^balance on acc't. Paid for horse and wagon for 
the business, by check on Suisun Bank, $220. Cash sales, $68.50. 
4. Bo't of Henry Beck, the store in which we are doing busi- 
ness, and gave check on Suisun Bank, $1500, and our note, at 
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3 mos., for $500. Sold Calvin Webster, on ^, 1 suit clothes, 
$38. Sold Emma Keeney, on % 2 prs. linen cuffs, 60^; 1 pr. 
gloves, $1.75; bff ribbons, $1.25. Eec'd from "W. Kennedy, 
on ^, an order on H. McEwen for $40. Bo't of Henry Pang- 
bum, for cash, 500 # prunes, @ 12J^. Rec'd cash on ^, of 
Luella Gillespie, $10. Cash sales, $41.80. 5. Sold Chas. (yNeil, 
on his note at 90 ds., a biU of Mdse., $90. Accepted A. T. 
Stewart's draft on us, at 30 ds.' sight, favor of John Henry, 
for $100. Bo't of Jones & Co., on our note at 4 mos., an in- 
voice of groceries, $800. Deposited $190, in Suisun Bank. 
Cash sales, $89. 6. Sold Horace Crocker, on ^, 2 bbls. flour, 
@ $6.50; 25;ff bacon, @ 20^; 1 pr. boots, $6.50. Rented H. 
Hubbard a room in our store for an office, and rec'd one month's 
rent in advance, $20. Cash sales, $56* 8. Sold Willie Losh, 
on ^, a bill of Mdse., $18.50. Paid Mrs. Tidy, for washing 
windows, $3.50. Sold Horace Crocker a bill of groceries, $27.50; 
rec'd cash, $20; — ^balance on acc't. Sold Thos. Short, on ^, 
220;!ff sugar, @ lZ(f. Ed. Dinkelspiel drew out cash, $75, for 
personal use. Cash sales, $88. 9. Moses Frank has had gro- 
ceries to the amount of $58. Sold LueUa Gillespie, on ^, a 
bill of groceries, $15.25. Sold J. W. Price, on %, 1 keg powder, 
$6.50; 1 bag shot, $2.75; caps and wads, $1.75. Willie Losh 
returned 1 bx. crackers, $2.25. Discounted Ed. Dinkelspiel's 
note, favor Ira Parker, and paid $288 for it, by check on 
Suisun Bank. Cash sales, $108. 10. Wm. Kennedy paid us, 
cash on ^, $50. Chas. Barnes repaired the sidewalk in front 
of our store; charged $10, and took groceries for that amt. 
Sold J. W. Price a biU of groceries, $16.50; rec'd cash, $10;— 
balance on acc't. Thos. Short absconded, and we have lost his 
acc't. Cash sales, $71.50. 11. Discounted our note of the 4th 
inst., and paid $480, by check on Suisun Bank. Cash sales, 
$100. 12. Took an inventory and found Mdse. in store, $3310; 
store, valued at $2000; horse and wagon, $220. 

Set 9. Fresno, Nov. 1, 1884. Student commences business 
with casJ^, $5000, and a note against W. J. Black, dated Aug. 
1, 1884, at 90 ds., for $350. 

Deposited in City Bank, $4700. 
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Tiie usual way is to eoncdder the money in the bank as eash on hand^ 
and to keep the account with the bank by means of the Bank Book and 
Check Book. Some prefer, howeTer, to keep an account with the bank in 
their Ledger, hi the same manner as aecounts with persons, debiting the 
bank for deposits nmde, and erediting it for eheoks drawn on the same* 

Bo't of Cook & Co^ of N. Y., an invoice of grocerieSi $4000; 
gave our check on City Bank for $2000; — balance on acc^ 

2. Bented a store of H. Wiiherspoon at $100 per month, and 
paid, cash, $25 in advance. 

BoH; of Gteo. Dnncan, on onr note at 3 mos., 2^ tons dried 
pmnes, @ $220; 2 tons dried apples, ® $100. 

Shipped by S. P. B. B., and consigned to Adams & Co., San 
Francisco, to be sold on onr account and risk, 2 tons dried 
pmnesy ® $220; 1^ tons dried apples, ® $100; — ^paid cash for 
drayage and frdght, $15. 

Goods sent abroad, to be sold for jrowt aooount. must not be debited tc 
the conrngneoy but must have a specific title, under which to keep an ao- 
count of them, just as goods at home have the title of ''Mdse." The title 
usually ^ven is '^Shipment,'' or '^Adventure,'' to such a place or such m 
party. You may eall this '* Shipment to San Francisco, No. l.*^ 

Cash sales, $125. 

8. Sold Eva Hasty, on ^, 100 f dried prunes, @ ISj^j 120 f 
sugar @ 13^. 

Sold J. W. Sullivan 5 bbls. salt, 980 j!^, ® 2^; 200 # salt 
pork, ® 18^; 75 JjC cheese, ® 20 J^; rec'd, cash, $25;— balance 
on aoc^ 

Accepted Cook & Co/s draft oc us, at 30 ds.' sight, favor J. 
W. Price, for $500. 

Paid $180, for a horse and wagon for the business, by check 
on City Bank. 

Cash sales, $160. 

4. Deposited $200 in City Bank. 

Sold Marine Gage, on his note at 30 ds., a bill of Mdse., 
$160. 

Paid for advertising, cash, $8o50 

Bo't of H. P. Clark, 500 C. of wheat, ® $1.70; gave in part 
payment, Marine Gage's note at $150j our note tor $300, air 
90 ds.; — ^balance on acc't. 

In this transaction we have discounted Marine Gage's note. 

Rec^d of Eva Hasty, on ^, 10 i^ egg^ @ 35^. 
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Sold A. H. Gray, on ^^ 150 f rice, ® 6fi 50 C. wheat, ® 

Cash sales, $117. 

5. Bec'd an Accoxmt Sales from Adams & Co., of fhe dried 
fruit, sent them on the 2d inst.; net proceeds, $625. Adams 
ft Co. sent a sight draft, on Bancroft & Co., for $500; — ^balance 
on acc't. 

The debits In this transaction are Cash and Adams & Co. ; credit Ship- 
ment to San Francisco, No. 1. 

Bec'd from Frank & Sons, Snisnn City, 500 sks. i>otatoes, 
@ $1 per sk., to be sold on commission at 5%. They to pay 
freight^ drayage, ete. 

We paid drayage on this shipment, $4.50. 

In this transaction make a memorandum, stating that the goods were re> 
eeived, but make no Journal entry. Afterwards debit Fra^ & Sons foi 
all costs to us, and credit them for sales. 

Cash sales, $210. 

6. Sold 100 sks. of Frank & Son's potatoes for cash, ® $L40 
per sk. 

Discounted onr note, favor Geo. Dxmcan, and paid for same 
by check on City Bank, $742. 

Deposited the sight draft for $500, rec'd on the 5th insL, in 
City Bank. 

Sold the balance of iVank & Sons' potatoes, 400 ska, to 
John Cary, on his note, at 60 ds., for $560. 

Rendered an Account Sales to Frank & Sons; our commis- 
sion, which we have deducted in cash, is $35; drayage, $4.50; 
total, $39.50. Sent Frank & Sons our check, on Cily Bank, for 
$100.50, and John Cary's note for $560. 

Cash sales, $89. 

8. Sold Geo. Duncan, on <}fe, a bill of groceries, $87.50. 

Sold Peter Crank, 10 bbls. flour, @ $6.50; 5 sks. potatoes, 
® $1.40; rec'd cash, $30; — balance on acc't. 

Deposited $250 in City Bank. 

W. J. Black paid, ca^, for his note and interest on sames 
face of note, $350; interest, $7.50. 

Bo't of Chas. Owen, by check on City Bank, an invoice of 

groceries, $500. 
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Student withdrew, for private use, by check on City Banlk, $150 
Peter Crank died insolvent, and we have lost his account. 
Sold H. P. Clark, on fl|fe, a bill of Mdse., $70. 
Sold Eva Hasty, on <Jfe, a bill of groceries, $18.25. 
City Bank failed, and we rec'd, cash, 40 % of amt. on deposit. 
Took an inventory and found Mdse. on hand, $4460^ horse 
and wagon, $175. 

Set 10. Fresno, Nov. 15, 1884. Student has this day asso- 
ciated with him in a general merchandise business, Fred ChUds, 
who is to invest^ in cash, an amount equal to Studenfs net in< 
vestment^ as determined at dose of preceding set. Gains and 
losses to be shared equally. 

Deposited $4000 in Bank of Fresno. 

Paid Cook & Co., $500, by check on Bank of Fresno. 

Rec'd of J. W. Sullivan, $30 on ^. 

Accepted H. F. Clark's draft on us, 30 ds.' sight, favor J 
B. Atchinson, for $200. 

Cash sales, $78. 

16. Sold A. M. Gray, on <}{:, 500# ground barley, ® $1.80 
per C. 

Sold Eva Hasty, on ^, 1 keg syrup, $3.75; 1 case kerosene, 

Bo't of Cook & Co., by check on Bank of Fresno, a bill of 
Mdse., $1175. 

Rec'd from Geo. S. "Wells, San Jose, 8 tons of flour, @ $70, 
to be sold on commission at 4^%. 

Bec'd from G«o. Duncan, on ^, an order on Ira Parker for 
$40. 

Cash sales, $116. 

17. Sold Florence Childs, on ^jfe, 10;!(f silk velvet, @ $1.50 j 
8 jifT cashmere, ® 75^,- 6 prs. hose, @ 50^. 

Sold Thos. Hardie, on ^, a bill of groceries, $28.75. 

Sold John Adams, for cash, 600 # Wells's flour, @ $3.75 
per C. 

Shipped to Farmers' Union, San Jose, to be sold on our ac- 
count, 4} tons dried prunes, @ $200. 

Sold J. W. Sullivan, 180;!? sugar, @ 14<?,- 50 # rice, @ 6^; 
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600 i!f^ flour, ® $3.80 per C; rec'd cadi, $20;— balance on 
acc't. 

Deposited $160 in Bank of Fresno 

Sold Loyd ChildS; on his note @ 60 ds., li tons of prunes^ 
@ $240. 

Cash sales; $68. 

18. Sold, for cash, 1^ tons Wells's flonr, @ $80. 
Paid eadi for a set of acc't books, $9.50. 

Sold Florence Childs, on <5fe, 1 cloak, $12; 1 pr. shoes, $3.25. 
Sold Thos. Hardie, on (^, 800 # wheat, ® $1.65 per C. 
Cash sales, $160. 

19. Deposited $250 in Bank of Fresno. 
Rec'd, cash on <5fe, of Florence Childs, $15. 

Loyd Childs has returned 500 #^ dried prunes, ® 12^. 
Paid cash for stationery, $3.75. 

Bo't of John Adams, on our note at 3 mos., a bill of Mdse., $240. 
Cash sales, $108. 

20. Paid for advertising, by check on Bank of Fresno, $10.50» 
Sold J. F. Ogden, on 4, 50j!f^ cheese, @ 20^25; 25j|K codfish, 

@ 8^; 50 # dried peaches, @ 16^. 

Sold the remainder of Wells's flour, for $500, cash. 

Sold Thos. Hardie IJ tons dried prunes, $340; rec'd check 
on Grangers' Bank for $140; note at 30 ds. for $160; — ^balance 
on acc't. 

Sold Gteo. Diincan, on ^, 4 boxes soap, ® $1.25; 1 keg 
syrup, $3.75. 

Traded horses, and gave cash $25, to boot. Deposited $600 
in Bank of Fresno. 

Rendered an Account Sales to Gteo. S. Wells for the flour 
shipped us on the 16th inst. Our commission is $28.90; sent 
Wells our check, on Bank of Fresno, for the balance. 

Cash sales, $78. 

21. Rec'd of A. M. Gray a draft on the Commercial Bank, 
San Francisco, for balance due us on acc^. 

Gave Cook & Co. an order on ThoQ. Hardie for $75. 

Donated $20 to the Ladies' Aid Society. 

Paid clerk's salary, $75. 

Rec'd $75 from Loyd Childs, to apply to his note of 17th inst 
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Sold J. P. Ogden, on <jfe, 120 if mess pork, @ 20<^; 5 fi vin- 
^ar, ® 40^. 

Bo't of Moss & Co., a bill of Mdse., $1200; gave our eheck 
on Bank of Fresno for $500; — ^balance on acc't. 

Gash sales, $116 

22. Sold J. F. Perez a bill of Mdse., $85; rec'd cash, $50;— 
bfdance on acc't. 

Sold Gteo. Duncan, on % 5 bbls. flonr, ® $7.25. 

Sold Florence Childs, on ^, 1 shawl, $9; 1 pr. shoes, $3.25. 

Gash sales, $68.50. 

23. Sold Thos. Hardie, on % a bill of Mdse., $48. 
Deposited $125 in Bank of Fresno. 

G^ve Moss & Go., on ^, Thos. Bardie's note of the 20th inst. 

Rec'd an Account Sales from Farmers' Union, of prunes 
shipped them on 17th inst. Our net proceeds are $1065; we 
rec'd a draft on Hibemia Bank, San Francisco, for that amt. 
Dex)osited this draft in Bank of Fresno. 

Gash sales, $78. 

24. Sold J. F. Perez, on ^, 1 pr. boots, $7.50; 4 white shirts, 
@ $1.75. 

Student drew out cash for private use, $120. 
Fred Ghilds has taken groceries to date, $67.50. 
Gash sales, $100. 

25. Rec'd from J. F. Perez, oji%2A:ff eggs, @ 35^^. 
Sold J. F. Ogden, on % 28 G. of wheat, @ $1.80. 

Took an inventory and found Mdse. on hand, $4130; horse 
and wagon, $190. 



MODEL SET IV. 



This set illustrates a method of posting from three books of 
original entry — ^the Journal-Day Book, Gash Book, and Sales 
Book. The Bill Book, CSieck Book, aud Ledger complete the 
books used in the set. 

By the addition of an extra column, headed ''Mdse. Dr.,'' in 
which only pureluises of merchandise are entered, the Journal* 
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Day Book serves also as Invoice Book, in a condensed form. 
The hills of purchases are posted in a blank book, as in pre« 
ceeding sets. 

The items entered in the columns headed "Sunds. Dr.,'^ and 
"Sunds. Cr.," of the Journal-Day Book, are posted, as from an 
ordinary Journal, separately to the Ledger. The totals of 
Mdse. column are brought forward from page to page; the 
total footing — covering either a day, week, or month, as may 
best accord with the business— being finaUy carried to the debit 
of Mdse. account in the Ledger. 

The Sales Book contains sales of Mdse. only. The net amount 
of each sale is carried to the right-hand column, and the foot- 
ing of this column is brought forward from page to page, un- 
til the end of the day, week, or month, as desired; the total 
footing being then posted to the credit of Mdse. account. The 
debits, in the Sales Book, are separately posted, in the usual 
way. 

The Check Book contains a record of all transactions with 
the bank. The bank is debited for deposits, by entering the 
amoTmts, with the proper explanation, in the Check Book, and 
credited for the amounts withdrawn by check. No. account is 
kept with the bank in the Ledger; the amount in bank being 
treated as cash on hand. 

The Cash Book contains a record of all cash transactions. 
Special columns are used in order to facilitate the work of 
posting. The footings of the special columns are posted daily, 
weekly, or monthly. No cash account is kept in the Ledger. 
The sum of the debit columns, "Sunds.'' and "Mdse.,'' shows 
the amount of cash received; the sum of the credit columns, 
"Sunds.'' and "Expense," the amount of cash paid out. The 
difference between these sums is equal to the amount of cash 
in the safe or drawer. Cash in drawer, plus amount in bank, 
«hows the total of cash on hand. 

Oakland, March 1, 1884. Student commenced business with 
cashf $10000, and a note against Geo. Oberholtzer, dated Feb. 1, 
1884, at 60 ds., for $500. Student owes F. M. Bighter, on <^, $200. 

Deposited in City Bank, cash, $9500. 
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2. Bo't of Jayne & Son, on ^, 100 bxs. ralfiins, @ $3.25< 
40 doz. 2JJC cove oysters, @ $5; 100 doz. Zf canned peaches^ 
@ $5; 300 bbls. flonr @ $8. 

Sold S. Thompson, on ^, 20 doz. 2 ;K cove oysters, @ $6; 
30 bxs. raisins, @ $4.25; 10 bbls. flour, @ $9. 
Gash sales, $38. 

3. Sold Jas. Campbell, for cash, 20 bbls. flonr, @ $9; 20 
bxs. raisins, @ $5; 10 doz. 2JJC cove oysters, @ $5.50. 

Sold Ira More, on his note at 90 ds., 10 bxs. raisins, ® $5] 
5 doz. 2}j^ cove oysters, ® $63 20 doz. Zjjl canned peaches^ 
@ $65 50 bbls. flour, @ $9. 

Bo't of Wm. Smith, on our note at 30 ds., 150 bbls. Gilroy 
flour, @ $7 J 150 doz. 1 ;!( cove oysters, @ $2.50; 3,000 }i( cheese, 
@ 10^; 100 bbls. apples, @ $3; 20 sks. Rio coffee, 3,000 i^, @ 15^. 

Paid for 2 tons coal for the store, cash, $24. 

Gash sales, $40. 

4. Bo't of Joseph Baker, by check on City Bank, 10 hhds. 
N. O. sugar, 1,200' J!(S^, @ 10^; 12 bbls. mess beef, @ $20; 12 
bbls. prime pork, @ $15. 

Eec'd of S. Thompson, on ^, $200. 

Deposited $500 in City Bank. 

Bo't of Geo. Underwood, a horse and wagon for the store; 
paid, check on City Bank, $200. 

Sold J. L. Mosher, on ^, 10 bbls. prime pork, @ $17; 10 
bbls. mess beef, @ $21; 5 hhds. N. O. sugar, 6,000;^, @ 11^; 
10 sks. Eio coffee, 1,000 j!f^, @ 14^; 50 bbls. apples, @ $4. 

Exchanged notes with Geo. Martin, for our mutual accom- 
modation, each note drawn at 30 ds., for $600. 

Discounted Geo. Martin's note at London Bank, and received, 
cash, $590. 

5. Accepted Jayne & Son's draft on us, at 30 ds.' sight, favor 
Geo. P. Anderson, for $1200. 

Sold Ira More, 20 bbls. Gilroy flour, @ $8; 100 bbls. family 
flour, ® $9; 20 doz. 1 i^ cove oysters, @ $2.75; 10 bbls. ap- 
ples, ® $4; rec'd, cash, $200, his note at 60 ds. for $500; — 
balance on %. 

Bo't of H. r. Clark, 50 bbls. white fish, ® $9; 50 bbls. No. 
1 mackerel, ® $10; 40 bbls. S. I. sugar, 8,000 jjfT. @ 10^; gave 
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in payment Ira Mere's note for $490 (face of note, $500) ; cheek 
t>n Oily Bank for $900; — ^balance on acc't. 

Sold John Utter, for cash, 25 bbls. white fish, ® $10; 2X> 
bbls. S. L sugar, 4,000 fi, ® 12^. 

Deposited in City Bank, cash, $600. 

6. Sold Agnes Parsons, on ^, 1,500 If cheese, @ lb(f. 

Paid for repairing wagon, cash, $12. 

Bec'd from J. L. Mosher, on ^, a sight draft on Ames & 
Co., for $400. 

Gave F. M. Bighter an order, on Agnes Parsons, for $150. 

Sold John Utter, on ^, 10 bbls. mess beef, @ $21; 10 bbls. 
prime pork, @ $15. 

8. Sold Wynn Beeves, on ^, 20 bbls. flour, @ $8.50. 

Sold Wm. Eioloch, for cash, 20 cases kerosene, @ $2.50; 4- 
doz. parlor lamps, @ $15. 

Deposited sight draft, rec'd on 6th inst., in City Bank. 

Discounted our acceptance of the 5th inst., favor Gteo. P. 
Anderson, and paid, cash, $1185. 

9. Took an inventory and found Mdse. on hand, $2900;. 
horse and wagon, $190. 



*J 



CHECK BOOK STUBS. 



00 






« 

o 



. 1 

I 



2. 



t> 3 H W !z{ 



g w g .w 



t> •J H b !z{ 

- O O 8? p" 



B 



s- 



% 



S .- s 



S !« 



II 



1 
I 



B 



>• 5? t? S? S^ 



^ I ? -^ - 

V I 



t 




138 



JOUKNAL-DAY BOOK. 
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OAKLAND, March 1, I884. 



L.P. 

T 

141 
141 

141 
141 



141 
143 



141 
143 



Gash 

BUIb Receivable 

Stodent 

For Investment 

// 
Stadent .., 

F. M. Bigfater. 

Due on ojc, 

2. 
Mdse 

Jayne k, Son 

Per Invoice Book. 

3. 
Mdse 

Bills Payable 

Bo't by note at 30 ds., as per I. B. 



141 Mdse 

]/ City Bank 

Bo't by check, as i>er I. B. 

142 Expense 

/ I aty Bank 

Paid for horse and wagon, by check. 

141 Bills Receivable W 

1421 Bills Payable 

Exchgd. notes for mutual accommod'n. 

5. 

143| Jayne k Son 

1421' BiUs Payable 

Accepted draft on us, favor Gko. P. 
Anderson, 30 ds. 

141 Mdse ...''. 

142 Discoimt and Interest 

141 H. F. Clark 

141 Bills Receivable 

|/ City Bank 

Bo't, as per I. B., and gave Ira More's 
note for $490 (face of note |500); 
check on bank ; — balance on <^. 

6. 

141 F. M. Raghter 

1421 Agnes Parsons , 

Gave an order on A. Parsons. 
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SALES BOOK. 

OAKLAND, ManA t, 1884. 



14S S, Thompson, 

20 doz, 2 ^ Oove OygUirs, 
30 bxB. RaisiDa, 
10 bbU. Flour, 

3. 
Cash, Ja3. Caupbell. 
20 bbla. Flour. 
20 bxs. Raisins 
10 doz. 2 # Cove Oyatecs, 



BiLiB Re*;kitabi.e, lai Mobk, Note, 90 ds. 
10 biH. RaisinB, @ $5. . . .( 

5 doz, 2 # Cove Oyatara, 6. ... 

20 doz. 3 * Canned Peaehea, 6. ... 
50 bbla. Flour, 9, . . ._ 

4. 
ItSJ J. L. MoaitKK, Oak 

10 bbla. Prime Pork, @ 817. • . 4 

10 " Meaa Beef, 21. . . . : 

5 hhda. N. O. Sugar, 600 «, .11... ( 

lOBks. Gio Coffee, 1000 #, .11... 

50 bbla. Apples, 4, . . . ' 



Ul 



San Jose. 
@ffl. ...8120. 
4.25... 127.50 



5.50.. 



Bnj^ RBCEIVABI.E. 

20 bbla. Gilroy Flour, @ 

100 bbU. Family Flour 

20 doz. 1 ff Cove Oyaters, 

10 bbla. Apples, 
Ree'd note, at 60 ds., 9500; Cash, \ 
Ca3h, John Utteb. 

25 bbls White Fiah, @ 

20 " S.I. Sugar, 4000 ;(f, 
6. 
AosKS Parsons. 

1500 ^ Pninea, @ 16^ 

John UTTEa, Saotamento, 

10 bbla. Men Be«f, @ (21. . . .(210. 

10 " Prime Pork, 15. , , . 150. 

8. 

Suisun City. 



.12.. 



Cash, Wm. Kinloch. 
20 Cwea KeroBona, 
40 doz. Parlor I^mpa, 






LEDGER. 

STUDENT. 



BILLS receivable: 



:■ Mdte 

4 Bilifl Payable. 

5 Udee 



Caali 

SundrieH. 
i BalarKt, . 



F. M. BiaSIES. 



isn Uar 1 Student 



MERCHASDJSE. 



1 Jayne ft Son. . . . 

3 BUla Payable. . . 

4 City Bank 

G Simdriea 

p and Qam . . 



H53 

4077 50 
S90C 



M. F. CLARK. 



18841 I 



Ha \ JSq JMarl 6 



m m 



IfalqMdw B.Bl4o[ 



'Am. 



LEDOEB. 
BILLS PAYABLE. 



U Bills Beoeivftble . 
i Jajne k 8od 



BISCOUST ASB ISTEBEST. 



S. TEOMPSOlf. 



J. L. MOSMBB. 



AOSES FABSOlfS. 



1S84 

Uar 6| F. M. Bigfater. 



LEDG^EB. 

jATHfE <6 soar. 



Mu G Bills Payable 



JOSN UTTER. 



IfaLTl^Mdw fl.i}l4q| 3eo[ |3faTJs|j 



■4jgl ^'J ■ 



TTKVy REEVES. 



jiwll 17o| I Jtfar j Bafgnee i|l^; Jytlj 



L08S AiTD QAiy. 



Expem 

Diact. and lut ihi'. 

Sitidmt I'M] 



.iJi4i 

. ,lil4I 




9 Billa Receivable . 

9 Mdae. Invt. 

9; Espenae, Invt . . . 
9, 3. ThompBOD . . . . 

9 J. L. Moaber 

9 AgneH Parvona . . 

W John Utter 

9 Ira More 

9 WyimEccvoB... 

S Cash c 

9 City Bank. ,.,ck 




BILL 
BILLS 



So. 


Bec-d. 


e«ZIm^ 


Kaur. 


If WHMI TXIBIL. 


t:: 


Time Of 


1 

2 
3 

* 


1884 
Mar 


3 
4 


Stadent; 
Student. 
Student. 
Student 


G. Oberholtier. 
Ira More. 
Qeo. Martm. 
Ira More. 


Student 
Student. 
Student. 
Student. 


1884 
Feb. 

■■ 


1 

4 
5 


60 dB. 
90 ds. 
30 ds. 
60 ds. 



XmounB. 



Wm. Smith. 
J|Geo. Martin, 
jl Jayne t Son. 



Wm. Smith. 
Geo. Martin. 
O. F, Anderwn. 



30 di. 
30 di. 
30 da. 



CASH 



CASH TO 6CNI>3. 



Stadent, Amt. Inveited 

Mdae,, Drawer SaleB 

Mdse. , Drawer Sales 

S, Thompson, on «(; 

BillaEec, Diaotd. G. Martin'snote. 
J. L. Mosher, Sight draft .... 
DisoL and Int., Draft fsTor G. P. A. 

Mdae,, Sal™, per S. B , 

Mdae 

BnUnce 



BOOK. 

SHCEIVABLM. 





WHEK DUE. 


1 — 


1 


Wh,o«,dHo-- "' 


■WbBn P^nlile. 


Tr. 


A 


i 




i 


a 


a 


1 


1 


^ 


1 


i 


Amt. 


DmnudoC 


Oatland. 

Oakluid. 
Oakland. 
Oakland. 


1884 
1684 
1834 
1884 








3 


. 




1 












600 
65a 
600 
500 




Disotd.. Mar. 4, 'Si. 
Diactd.,Mar.5, '84. 





WHEN BtlE. 


^. 


WbBB aoa Ho- 


WJwn. PmjmLlo. 


Y. 


1 


1 


i! 


iSi 


<!rF 


5 




1 


BiepuKd at. 


O&kland. 
Oakland. 
Oakland. 


ISS4 
18S4 
ISM 








I 


















3475 

z 


Paid, Mar. 9, -84. 



City Bank, Deposited 

ExpeiiBe, 2 loos Coal 

City Bank, Deposited 

Disct. and Int., G. Martin's nc 

City Bank, Deposited 

Enpenae, Repairing Wagon . . . 

' City Bank, Depoatd. rightdft, CK. b 

Bills. Pay., Diactd. draft oESthinflt. 
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EXEECI8ES FOE THE STUDENT. 

Set 11. Portland, Aug. 1, 1884 Student commenced busi- 
ness with cctsh, $4000, and a note against L. Washburn, for 
$350; on interest at one per cent, per month, dated July 6, 
1884, at 90 ds. 

2. Dei>06ited $3500 in Bank of Oregon. Paid cash for a set 
of acc't books, $16. 

Bo't of Beed & Co., by check on Bank of Oregon, an invoice 
of Mdse., amounting to $2800. 

Sold J. W. Stirling, on % 5 bbls. white fish, @ $8,- 10 bbk. 
mess pork, @ $18. 

Gash sales, $75. 

3. Bo't of W. H. Sumner, on our note at 60 ds., an invoice 
of Mdse., amounting to $300. 

Loaned H. C. Petray, $100. 
Deposited $350 in Bank of Oregon. 

4. Sold A. P. Wakeman 250;^ coffee, @ 18^ j 10 boxes 
Malaga raisins, @ $2.75; 25 bbls. flour, @ $7; rec'd in pay- 
ment, note at 90 ds., for $200; — ^balance on acc't. 

Sold M. A. Rouse, 60 boxes No. 1 herring, @ 25^; 800 # 
bacon, @ 18^; 30 bbls. flour, @ $7; rec'd in payment, our note 
of 3d inst., favor W. H. Sumner, for $288 (face of note, $300), 
and an order on K. F. Watkins, for balance. 

Paid cash for drayage, $3.75. 

Sold E. M. Purinton lOjifT tea, @ 70^; 500 # flour, @ $3.50 
per C; 200 ;j( potatoes, @ IJ^; 10 # syrup, @ 80 j^; rec'd in 
payment, 16 # eggs, @ 40^; — cash for balance. 

Cash sales, $76. 

5. Sold J. J. Zielian, on <5fe, 20 doz. 2 }jC canned pears, @ $3j 
25 doz. 3 # canned tomatoes, @ $2.75. 

Returned to W. H. Sumner, 5 bbls. white fish, @ $9, and 
rec'd cash for same. 

Sold A. K. Ballou, on (^, 500 }j( beans, @ 4^j 50;ff rice, @ 
6J^; 100 ;j( salt, ® 2f 

A. P. Wakeman returned 3 bbls. flour, @ $7. 

Cash sales, $86.50. 

6. Deposited in Bank of Oregon, cash, $100. 

Bo't of V. Domberger, on ^, an invoice of Mdse. amount- 
ing to $275. 

147 



EXEECISES FOR THE STUDENT. 

Sold E. M. Purinton, on <5fe, 20 cases French mustard, @ $2; 
20 doz. pint pickles, ® $2.25. 

Eec'd from L. Washburn a draft on Bank of Oregon for 
$103.50, — $3.50 for interest, and $100 in part payment of her 
note of 1st inst. 

Deposited this draft in the bank. 

Cash sales, $65. 

8. Sold J. W. Stirling, on % 40 boxes soap, @ $1.50j 25 
kegs pickled onions, @ $4. 

Rec'd from A. F. Wakeman, a draft on Commercial Bank, 
to balance her account. 

Paid for insurance, by check on Bank of Oregon, $16. 
Accepted V. Domberger's draft on us, at 30 ds., for $175. 
Cash sales, $89. 

9. Discounted note received on 4th inst., from A. F. Wake- 
man, and rec'd cash, $190. 

Sold J. J. Zielian, on <5fe, 2 casks Zante currants, 540j!ff, @ 
10^5 5 boxes Fresno raisins, @ $2.75. 

Gave our clerk, in payment of salary due, an order on E. 
M. Purinton for $20. 

Deposited $250 in Bank of Oregon. 

Cash sales, $46. 

10. Sold Henry Lawless, on <5fe, 40 bbls. flour, @ $7. 

Rec'd from A. K. Ballou a postal note for $20, to apply to 
acc't. 

Bo't of E. M. Asmus, by check on Bank of Oregon, 1,100 # 
dried prunes, @ 10^. 

Sold C. F. Donnelly, 10 kegs syrup, @ $3.75; 160 if vinegar, 
@ 40^; 40 hams, 500;iff, @ 18^ j rec'd in payment, note at 60 
ds. for $100; — cash for balance. 

11. Rec'd from J. W. Stirling, on <5fe, an order on Chas. 
Smith for $75. 

Paid, for stamps and expressage, $4.80. 

Sold A. K. BaUow, on ^, 50 bottles tomato catsup, @ 25^; 
40 bottles chow chow, @ 20^. 

Bo't of C. F. Donnelly, 800 jf dried peaches, @ 15^; gave in 
part payment, her note of 10th inst., for $94 (face of note, 
$100); — ^balance on acc't. 
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EXEECISES FOE THE STUDENT. 

Cash sales, $77. 

12. Henry Lawless has failed, and we have rec'd a draft on 
Commercial Bank, for 40% of amount due us. 

Deposited this draft, and $75 in coin, in Bank of Oregon. 

Sold E. M. Purinton, on % 40 stone jars, @ $1.20 j 120 # 
Java coffee, @ 20^; 10 cases kerosene, @ $3; 200 # cheese, 
@ 16^. 

Sold V. Domberger, on ^, 1 set dishes, $18. 

Donated cash, $10, for church purposes. 

Bo't 3 tickets to a ball, benefit of firemen's fund, and paid 
cash, $6. 

13. Sold M. A. Bouse, on ^, 100 sacks, 25 ij^ each, com meal, 
@ $1.20 per sack. 

Sold C. F. Donnelly, on % 800 ;fr wheat, @ $1.75 per C; 
400 :^ potatoes, @ 2(f. 

Sold A. K. Ballon 800 j!^ sugar, @ 12^^; rec'd cash, $75;— 
balance on acc't. 

Cash sales, $105. 

14. E. M. Purinton reports some of the jars, bo't of us on 
12th inst., to be of an inferior quality, and we have allowed 
her a discount of 15% on amt. of biU for jars. 

Deposited, in Bank of Oregon, cash, $100. 
Eec'd from A. K. BaUou a P. O. order to balance her acc't. 
Student has taken groceries for private use, amounting to 
$67.50. 

15. Took an inventory and found Mdse. on hand amounting 
to $1400. 



VR 



KEY 



to 



EXEECISES EOE THE STUDENT, 



KEY TO EXEEOISES FOE IHE STDDENT. 
P»»tL 

[Hinm. — A ''Ksr"totliaaxardHali«beu>iIded,laonl«'(o>St*dthaitiiiluitnUilil«obMto 
MUwautoaiMaCUiwaA. TbiH''ClodDt Stktementa,*alMw«Ulnli»athe teuherttmatlM 
taA «l ntttjiati tfa* pnrelr uilliiuUcal put ol tha -work, ponittliiic his tlma to b* glno, 
viidly.tothaboOk-to^iig^operol hliduh Id tluaa •tateneoti tba ■moimta drawn oat bf 



CLOSING STATEMENT, Set 1. 



tereoD&l Acc'ta. (Ledger).. 

□aah 

Udee. (Inventory) 



i LuntllTlBS. 

I Penooal Aco'ta. (Ledger).. . . 

g W, Afrgarn/'a Present Net Cap. 



Wm. H>g»T7'i PnMut Net Oa^ltal, t3»3.W 
" Set iDTHtouDl, aiOt.M 



CLOSING STATEMENT, Set 2. 



BxaODBCES. 
Pereonftl Aoc'ti. (Ledger) . . 

Bills BeoeiTable 

CmH 

Udae. (Inventoiy) 

Tooli, etc (invantary) 



PeiBonal Acc'ts. (Ledger),.. 
SUidwi'i PrtteiU Set Ce^AuU . 



'■ Prcwnt NM Oipltal, t2n».a 
N«t iHTWlmeiit, 21W. 



KEY TO EXERCISES FOR THE STUDENT. 



CLOSING STATEMENT, Set 3. 



Resources. 
Personal Acc'ts. (Ledger). 

Cash 

Mdse. (Inyentory) 



39 
366 
250 



656 



27 
90 

17 



LlABILmES. 

Personal Acc'ts. (Ledger) ...... 

Wm. Bacon' s Pres. Net Cap. 



5 
651 



656 



17 



17 



Bacon's Present Net Capital, 
" Net Investment, 



(t 



Net I^ess, 



1651.17 
800. 

1148.83 



CLOSING STATEMENT, Set 3*. 



Resoubges. 



Gash .... 
Tools.... 
Orchard. 



2085 

400 

10000 



12485 



50 



50 



Liabilities. 

Personal Acc'ts 

Bills Payable 

Interest on $10,000.... 
Present Net Capital. 



377 
200 
700 
11208 



12485 



10 



40 
50 



Net Investment, 
Present Net Capital, 

Net Gain, 



$10675. 
11208.40 

1688.40 



/ 



GLOSING STATEMENT, Set 4. 



Ebsoubces. 

PMnonal AecHs. (Ledger) . . . . 

Bills Receivable 

Gteh 

MdaOi (Xnyentoiy) 



31610 
71250 



1611 
4! 



15 



7599^75 



LlABIUXISS. 

Personal Acc'ts. (Ledger) .... 
if. H. LaiwtoiCa Pre: Net Cap. 



44746 
716$ 



7599[75 



Ifutin H. LawM>n*s Pnsent Ket Ch^tal, 17158.29 
•* «• " Net Investnimit, 6900. 

« « «* Net Gain, f 252.89 



153a. 



KEY TO EXERCISES FOR THE STUDENT. 

CLOSINO STATEMENT, Set 5. 



f^ftonal Aoo'ti. (Ledger)... 
OMh 



(Inventory) 



8487 
36185 
784 
900 



219052 



LTABn.lWEB. 

Penonal Aco'ts. (Ledger) . . . 
O. W. Congdon'a Prts. Net Cap, 



15950 
19710% 



213052 



O. W. Oonsdon*! Ket IiiTwImMit, 19088 JO 
<* " PMent Net Ohpttel. M7L08 

*< * KotLoH. $ 68.88 



ANSWERS TO SHORT SETS. 



Set 6(a) Ans $12.00 Gain. 

Set 6(*) Ans $218.50 Gain. 

Set 6W Ans $105.00 Gain. 

Set 6(^ Ans $48.00 Loss. 

Set 6(<?) Ans $130.00 Loss. 

Set 6(/) Ans ..$294.00 Gain. 



CLOSING STATEMENT, Set 7. 



Resourgbs. 

Personal Acc'ts. 

Cash 

BOb Receivable 

Mdse 



1698 


40 


18 


90 


150 




2400 




4267 


30 



Liabilities. 

Personal Acc'ts 

Klls Payable 

Black's Present Net Cap, 




CLOSING STATEMENT, Set 7. (Black & Claek.) 



Resourgbs. 

•Personal Acc'ts..^ 

Cash 

Bills Receivable 

Mdse. 



5535 
271 
350 

1370 



752745 



Liabilities. 

90|Personal Acc'ts 

55 Bills Payable 

Firm's Present Net Cap. 



172 

150 

7205 



752745 



45 



Firm's Present Net Capital, 
'* Net Investment, 



I720M6 
7210180 



•( 



153b 



NetI«oss, 



15.15 



KEY TO EXERCISES FOR THE STUDENT. 

CLOSING STATEMENT, Set 8. 



Resources. 

Personal Acc'ts , 

Cash 

Farm 

Buildings, etc 

Implements 

Live Stock 

Grain and Fruit 



208 
280 
10200 

3400 
250 
600 

1750 



16689 65 



85 
80 



Liabilities. 

Personal Acc'ts 

Bills Payable 

Interest on land 

Tehbe's Present Net Cap. 



596 
150 
800 
15143 



16689 



10 



55 



65 



Tebbe'8 Net Investment, |15360. 

" Present Net Capital, 15148.55 

« Net I^oss, 



1216.45 



CLOSING STATEMENT, Set 9. 



Resources. 

Personal Acc'ts 

Cash 

Bills Receivable 



30 
491 
400 



922 



30 

70 



00 



Liabilities. 

Personal Acc'ts 

Bankhead^s Pres. Net Cap, 



60 
861 



922 



16 
85 



00 



Bankhead's Net Investment, |925. 
Present Net Capital, 861.86 



<t 



Net IfOSS, 



168.15 



lo4 




KEr TO EXERCISES TOR THE STUDENT. 

paet n. 

CLOSING STATEMENT, Set 1. 



Cub ■>□ hand . . 

BUls Keceivabie , . 

Mdae., u per Inveatoty.. 

lilABIUTIKH, 

Perwiiial AcconntB.. 

Student's Capital st Commencement. . 

Student's Net Gain 

CLOSING STATEMENT, Set 2. 

Cash o 

BOIh Receivable.. 
Personal Aucouats.. 
Mdae., u per Inventor;.. 

IiiABn,rnBS. 
Bills Pnysble. 

Student's Capita! at Commeacement. . 
Student's Net Gai: 

CLOSING STATEMENT, Set 3. 

RBS0ITBCE3. 

Cash OD hand 

Eilla Receivable 

FeraoDal Accoanta 

Mdas., as per Inventory 

BiUs Payable 

A. Cochrane's Capital at Commencement 

A. Corhrane'a Net Gain 
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KEY TO BXBROISBS FOE THE STUDENT. 
CLOSING STATEMENT, Sir t 



Cash on hand 

Mdse., as per Inveotor; 

Coal, " " 

LuBiurm. 

Persooal Acconnta 

Bills Payable 

Stndetit'B Capital at Commencement 
SladeiU's Nri Gain 



CLOSING STATEMENT, Sbt 5. 



Cuh on haod 

BUla Receivable 

Mdae., aa per Inventory 

LtABlLlTISS. 

Feraonal Accounts 

BillB Payable 

Tyrrell & Co. 'a Capital at CommeDcement. . 
Tyrrtll i Co.'s Net Gain 



CLOSING STATEMENT, Set 6. 

Caali on band 

Bills Receivable 

Mdae, , aa per Inventory 

Coal, " " 

LlABILTUKS, 

PeHonal Accoanta 

Bills Payable 

Williama & Gibson's Capital at Commencement 

A. S. fi'Uliam»'s Net Gam 

J. E. Oibaon'g Net Gain 

1S6 



KEY TO BXEECISBS POE THE STUDENT 
OLOSDJG STATEMENT, Siir 7. 



Caah on hand 

Billa Eaceiiahle 

Mdee., as per iDventoiy ,,,. 

Stationery, as per Invantory 

lilASIUTIEa. 

PeTBonal Accounts 

Bilb Payable 

G. A. MiUi's Capital at Commencament 

a, A. Mmt'i Nn Gain 

CLOSING STATEMENT, Set 8. 

Cash on hand 

PFTsonal Accounts 

Bilta Receivable 

Mdse., as per Inveutoiy 

Store (Real Estate) 

Hone and Wagon 

IjABiLrnKs, 

Billa Payahlo 

Frank ft Go's Caah Capital at Commencement 

Moia Frank's J Nff Gain 

£d. ZHnixUpifCii J Nft Gam 

CLOSING STATEMENT, 

Rewiob(;es. 

Caah on hand 

Mdse., aa per Inventory 

Horae and Wagon 

Peraonal Accounts 

Bills Payable 

Student's Capital at Commencement 

Less Student's Ifet Lett 

K7 



47S50 
{275U 

nann 



1S20C_ 

'42; o; 

94S56 I 



KEY TO EXERCISES FOR THE STUDENT. 

CLOSING STATEMENT, Set 10. 



Cash 



RUOUROZS. 

Billg Keceivttble 

Mdiie., OB per Inventory 

HorBe and Wagon, oa per Inventory . . 



PerEonal Aocounta 

Sills Payable 

Student's Capital at CommenconiBnt 

Fred. Cliild'fl Capital at CommenceniEnt 

Slndiafa J Net Cain 

FTid. ChUd'i § Net Qain 



CLOSING STATEMENT, Set 11. 



Caah on hand 

Eilla Receivable 

Personal Accounts 

Mdsc., aa per Inventory 

LIABILITIE3. 

Bills Payable 

Student's Capital at Commencement. . 
Stttdent'B Net Oam 



The Western Series of Readers 

BOiTBO mr HARR WAQNBR 

Designed Especially for Supplementary Work in 

HISTORY AND NATURE STUDY 

In Our Public Schools 

All Fully and Beautifully Illustrated. Each Volume Contains from 
Eighteen to Twenty-Six Pull-Page Pictures. 



EXTENSIVELY ADOPTED AND USED IN THE SCHOOLS OF THE PACIFIC COAST 



VOL. I 



PAOFIC HISTORY STORIES 

By HARR WAGNER 

Fop Fourth and Fifth Grades 

During the short time that this book has been on the market its 
sale has been phenomenal. It is pronounced, by all of our leading 
educators, to be excellently adapted to the work for which it was 
intended— a supplementary reader in history study in the Fourth 
and Fifth Grades. Fully two-thirds of the counties in California 
have this book on their supplementary and library list. 

VOL. II 



PACmC NATURE STORIES 

By HARR WAGNER and DAVID S. JORDAN and otheri 

Fop Fourth and Fifth Grades 

A companion volume to the above. It contains some eighteen most 
interesting and instructive sketches of our Western animal and 
vegetable life, all told in a delightfully flowing style and written by 
the greatest educators of the West. As a reading book in nature 
study it cannot be excelled. 



VOL. Ill 



NATURE STORIES OF THE NORTHWEST 

By HERBERT BASHFORD 

State I«ibrarian of Washington 

For Sixth and Seventh Gradei 

This book covers a more extended field than Volume II, and is not 
strictly confined to the Northwest. Among the interesting stories 
will be found those of The Black Bear, The Kingfisher^ The Clam, 
The Meadowlark, The Seals, etc., all of which are of interest to any 
pupil in the West. The illustrations are works of art and true to 
nature. 



VOL. IV 

TALES OF DISCOVERY ON THE PAOnC SLOPE 

By MARGARET GRAHAM HOOD 

Fop Third and Fourth Gradof 

The Tale of Hittory could not be more charmingly told than it is in 
this volume, which is intended for the lower grades. A Third or 
Fourth Grade pupil will read it easilv, and with interest. Its eight 
chapters are devoted to the early history of our great Western 
empire, and tell of characters and events, but little touched upon by ' 
the general school history. The child here acquires a taste that 
leads him to further research. 



VOL. V- 



TALES OF OUR NEV POSSESSIONS, THE PHILIPPINES 

Written by R. VAN BERGEN 

A Thirty- Year resident of the Orient 
Author of ''Story of Japan," ^tc. 

lUufltrated by P. N. BOBRINGBR 

War Artist Correspondent at Manila 
for San Francisco Papers 

For the Sixth, Seventh and Eighth Grades 

A timely book for the young. We employed to write this volume, 
a man whose thirty-year residence in the Orient made him 
thoroughly familiar with the people and their customs. Its thirty- 
eight chapters, all richly illustrated by the best artist we could secure, 
will give the pupil an excellent idea of our new country— 
a knowledge which will prove of great financial value to him. 



VOL. VI 



STORIES OF OUR MOTHER EARTH 

By HAROLD W. FAIRBANKS, Ph. D. 

lUufltrated by MART H. WELLMAN 

With 27 Pull Page Illustrations. An Intensely In- 
teresting and Instructive Work on Nature Study 

For the Sixth and Seventh Grades 

Can the study of Geology be made interesting to the young? It 
certainly can when written in the style of this book. It contains 
some thirty- eight chapters, every one laden with knowledge but aU 
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